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1. FOREWORD

This Emergency Management Manual has been prepared by First 5 Minutes Pty Ltd using the guidelines
of Australian Standard (AS) 3745-2010 with a focus on the actions to be taken by the Emergency Control
Organisation (ECO) and all occupants up to and once an emergency occurs. Specific response
procedures have been inserted following an identification and analysis of potential emergencies likely to
impact on the facility. It is designed to provide directions to ensure an appropriate response to an
ergency up to the arrival of the attending emergency services.

rgency Training

ency Management Manual also provides guidance on training requirements for the
ontrol Organisation and all building occupants.

The Eme ontrol Organisation and all building occupants are required to be trained in emergency
procedures: le members and Wardens should also be instructed on the actions necessary on the
t

activation of d System and Intercom System for Emergency Purposes (if applicable).
Recovery Q/
Once the emergency h {@dealt with and all threat to life safety has been removed, the

implementation of an inci jsaster and/or Business Continuity Plan will usually be required. This

document does not provide a dance in relation to a Business Continuity Plan situation.

Security

As this is a public document it does no e any reference or include activities of either a confidential
or security matter. Those issues are ou normal ECO role and are considered far too sensitive for

public disclosure.

Rules of Interpretation
THE FOLLOWING RULES OF INTERPRETATION APPLY @the context requires otherwise:
t

(a) Headings are for convenience only and do no ﬁterpretation;
(b) The singular includes the plural and conversely;

(c) A gender includes Male, Female and non-binary;
(d) Where a word or phrase is defined, its other grammaticatl ' ave a corresponding meaning.
First 5 Minutes Pty Ltd

First 5 Minutes Pty Ltd, Australia’s leading fire and evacuation specialist,@ n appointed to
establish an Emergency Management Manual for 555 Precinct Pty Ltd - 555 Top$§dale Street, Melbourne
CBD, VIC 3000.

Occupants of this facility are reminded of their legal and moral obligations to m vailable for
Wardens and employees to participate in Emergency Control Organisation meetings an nnual
evacuation exercise. This training will assist occupants in meeting their obligations unde@ ietorian
Occupational Health and Safety Act 2004 and the Occupational Health and Safety Regulati nf

All copyright and other intellectual property rights in any software, designs, inventions, manuu&
procedures, policies or creative works (Intellectual Property Rights) owned by First 5 Minutes remw
property of First 5 Minutes at all times.

This Emergency Management Manual is issued under non-exclusive licence for the company at the
address as detailed on the cover and header of each page. The copyright to this Emergency Management
Manual is held in totality by First 5 Minutes Pty Ltd. No part of this publication may be reproduced,
distributed, or transmitted in any form or by any means, including photocopying, recording, or other
electronic or mechanical methods. Electronic and or hard copies must not be circulated to a third party.




555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 5
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd ks

m
(%)

2. DOCUMENT CONTROL SCHEDULE

A revision of this document including all attachments is to be carried out immediately following an
incident or whenever a change is made to the contents by a nominated “competent” person. All details
of the revision are to be annotated in this schedule.

This document is valid for a period of five (5) years from the date of initial issue. At the end of the
period of validity this document must undergo a full review and update prior to reissue.

Id First 5 Minutes Pty Ltd cease to provide services to this property this will become an
p€ontrolled document.

‘ REVISION DETAILS NAME SIGNATURE

28/06/2022 Initial issue. Simon Robson | Rt ese .

/4
S

0
N

Q,
&

Emergency Procedures

Simon Robson, First 5 Minutes Pty Ltd. @

National Technical Services Manager/ Compliance O/

Fire Safety Advisor @
Scope

Develop, approve and certify emergency evacuation procedures for the n@o led evacuation of
buildings, structures and workplaces during a fire emergency.

This Emergency Management Manual has been designed by First 5 Minutes Pty Lt meet the
requirements of Australian Standard 3745-2010.

/\ .
Please direct any queries relating to these procedures to any First 5 Minutes office. OM details are

S

available at www.first5minutes.com.au.
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3. HOW TO CALL ZERO ZERO ZERO (000)

Stay focused, stay rele/{ y on the line

The ZERO ZERO ZERO (000 &s the quickest way to get the right emergency service to help you.
bu

You can contact Police, Fire o lance in life threatening or emergency situations.

Assess the situation O’

= |ssomeone seriously injured or in n;qgurgent medical help?
= |syour life or property being threatene
= Have you just witnessed a serious accident ?

If you answered YES call ZERO ZERO ZERO (000).

Make your call O/(
= Stay calm and call Triple Zero from a safe place; @
= When your call is answered you will be asked if you need Polic ,6” Ambulance;

= When connected to the emergency service, stay on the line, speak clearly ar@wer the questions.

= |f requested by the operator, state your town and location;

= Your call will be directed to the service you asked for;

= Don't hang up until the operator tells you to do so.

77
Providing location information O/(

=  You will be asked where you are;
=  Try to provide street number, street name, nearest cross street and the area; O

= |nrural areas give the full address and distances from landmarks and roads as well as
the property name.

= |f calling from a mobile or satellite phone, the operator may ask you for other location information;

= |f you make a call while travelling, state the direction you are travelling, and the last
motorway exit or town you passed.
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4. EMERGENCY CONTACT NUMBERS

Persons in charge of a workplace should ensure that a list of all emergency contacts is maintained. This
list must contain, but not be confined to, the Emergency Services number — ZERO ZERO ZERO (000),
individual local area Emergency Services (station) contact numbers, local authority (council),
Environmental Protection Agency, electrical authority, private electrical contractor, gas
supplier/authority and plumber.

( CAIEF WARDEN CONTACT DETAILS

v
Address: éﬁ

Telephone:

Email:
\J

Company Name: .

Contact Person: L'/

Address: %)
Telephone: ’

Email: /

MANAGING ENTITY CONTACT DETAILS

Company Name: N

L 4 >
Contact Person:
Address: ﬁ *

Telephone: ,Ox
Email: - (®

NEIGHBOURING SITES

Company Name: Address: Contact Person: Telephone: Email:
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EMERGENCY SERVICES

Fire Emergency ZERO ZERO ZERO (000)

Police Emergency ZERO ZERO ZERO (000)

Medical Emergency (Ambulance) ZERO ZERO ZERO (000)
132 500

Po{ sInformation Centre 131126

Ambulance

ZERO ZERO ZERO (000)

v
Medical Practice - Busi@)urs

Hospital with comprehensinergency facilities

KEY INFRASTRUCTURE/PUBL!C SCRVICES — KEY CONTACTS

Local Government Authority
v
WorkCover Authority - reportable incidents z
.Y

Environmental Protection Agency %
I/

Water supply

Gas supply

Power supply O
P

'/O
Wardens Contact Details /

The register for the Wardens is available by going to the building Emergency Control Organisa@O

details at http://webconnect.first5minutes.com.au and accessing the Warden Register.
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5. EMERGENCY MANAGEMENT MANUAL
REQUIREMENTS

5.1 Introduction

This Emergency Management Manual detailing in part emergency response procedures has been
veloped for the guidance and information of the occupants of 555 Precinct Pty Ltd - 555 Lonsdale
S t, Melbourne CBD, VIC 3000.

Dri emergency, all occupants may have to be evacuated from this facility to a safe place of
asseniblyd These procedures have been designed to enable the safe evacuation of the occupants. It is
manda at these procedures be actively supported and adopted by all occupants.

5.2 Ind '/and Annual Training of Employees in Fire Safety

A person conductfn siness or undertaking must ensure that all employees other than their
Emergency Control ion (ECO) representatives are advised of the procedures to be followed in
the event of an emerg ithin the facility. This should include:

(a) The procedure to be in the event of an emergency incident;
(b)  The means of escape fro aw\g in the event of an emergency incident;

(c) The location and method of

Og firefighting equipment, fire alarms or equipment warning
of fire;

(d)  The procedure for conducting visitoQ n exit in the event of an emergency incident;

(e) If any person is not present at the desig afe place, reporting the fact to the person in
charge of the building at the time.

The employees’ training should be conducted within t@ of commencement of work in the building
and should be repeated annually. 6

5.3 General Requirements %
y Ma ment Manual is kept in

The Building Owner/Managing Entity must ensure this Emergenc
written or electronic form and is readily available to all building occup

/’,o,,.
>
S
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5.4 Operation of the Building Emergency Management Manual

In the event of an emergency, the smooth execution of the Emergency Management Manual can be
achieved only if everyone is thoroughly familiar with what is expected of them.

The risk of panic, personal injury and loss of property is significantly reduced by having an efficient
Emergency Control Organisation, and in addition, all other occupants trained in emergency response
procedures.

@ Types of Emergencies That Could Affect a Facility

A% Standard 3745-2010 lists the types of emergencies that could affect a facility.
This cagsi de:

= Bo t = Hazardous Substances Incidents
= Bushfire //‘ =  Medical Emergency

= Chemical, Biol @ | and Radiological = Severe Weather/Storm Damage
=  Civil Disorder / = Structural Instability

= Cyclones, including S rge = Terrorism

= Earthquake = Lift Entrapment

=  Fire =  Building Services Failure
=  Flood O

10




555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd

6. BUILDING OCCUPANCY DETAILS

The following details are a guide for the Emergency Control Organisation and representatives
of a Regulatory Authority.

oo m.
%,

Building Characteristics

Building Classification

The building has a rise in storeys of 10.
: classification of a building, or part of, is determined by the purpose for which it is
sighed, constructed or adapted to be used.

Th f ation for this building is Class 5.

Appr te Number of Staff
Occupyi ge?g Building

Number of Staff: 50

Hours of Occupancy

Number of Ten

{5

Tenancies: 13

l N
O Monday 8:00am - 6:00pm

Tuesday 8:00am —6:00pm

Wednesday
Thursday
Friday

8:00am — 6:00pm
8:00am — 6:00pm
8:00am — 6:00pm

Outside these hours there will not be an effective Emergency Control(@sa on
(ECO) in place.

Prevention of fire is as important as the development of efficient means of fighting it. All occupants
should be acutely aware of the need to avoid dangerous practices and of the danger to life and property
in the event of fire getting out of control.

Note: This refers to the period of occupancy when there are Warden

Representatives for all areas of the facility.

11
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7. FACILITY EMERGENCY MANAGEMENT GROUP

7.1 Emergency Planning Committee

The Emergency Planning Committee (EPC) shall consist of no less than two people and shall represent
the stakeholders in a facility. At least one member of the EPC shall be deemed competent in accordance
with AS 3745-2010. The EPC shall meet at least annually, and a record of the meeting must be made and

tained. In most facilities, the EPC would comprise of Senior Management, Tenants, Chief Warden and
Q ity Specialists.

Buil wners, agents, occupiers, lessors or their representatives, should ensure that leases not only
coverfthe%afety of occupants in an emergency, but include obligations for occupants to participate in
emergen@a ning and evacuation exercises and acknowledge the authority of designated wardens in
emergency é

iops
The EPC shall déﬁne the number of Emergency Control Organisation (ECO) personnel required
consistent with the re and risk of the facility. The EPC shall also ensure that the personnel are

the ECO but particularly, the Chief Warden group, and that arrangements
O personnel, including evacuation exercises.

appointed to all pos
are made for the traini

The EPC shall arrange the i replacement of Wardens who are no longer available and nominate
suitable persons to cover sho rm absences.

7.2 Indemnity—Empon(Q, mployee

Employees are appointed to an Emergenc@ rol Organisation (ECO) to support their employer to
discharge an obligation that their employe der health and safety legislation enacted in each State

and Territory. When an employee is appointe ECO by their employer the role as a Warden
should be deemed to be part of their normal empl nt duties and as such protected under the
Vicarious Liability provisions applicable to an emplo ployee relationship. All employers are bound

by the Vicarious Liability principles applicable to all thai oyees for all reasonable employee actions
during the normal course of their employment.

For further clarification please consult with a legal practitioneér. @

7.3 Emergency Control Organisation

that may affect the safety and wellbeing of building occupants and member e public who may be
in the building or within the precincts. The specific roles for each position are etaifd in this section.

7.4 Selection of ECO Members /}»

AS 3745-2010 recommends that persons appointed to the Emergency Control Organisat»@f) should
algo

The Emergency Control Organisation (ECO) has been established to deal @a | emergency incidents
%if’]

be physically capable of performing their duties, have leadership qualities and command ity, have
maturity of judgment, have good decision-making skills, be capable of remaining calm under ;@4 e,
be familiar with their future areas of responsibility, be available to undertake their appointed dut@
have clear diction and be able to communicate with the majority of occupants and visitors and be willing
and able to undertake relevant training.

12
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7.5 Number of ECO Members

AS 3745-2010 recommends that the number of Emergency Control Organisation (ECO) members shall be
determined in accordance with: the size of the facility, floor or area; the number of occupants and
visitors; the installed occupant warning equipment and the fire engineered and life safety features of
the facility. There is no fixed ratio.

7.6 lIdentification of Emergency Control Organisation Members

rhg any emergency situation control will be greatly assisted by the quick identification of Wardens by
o€écu s, members of the public and the Emergency Services. The use of either coloured caps, safety
helmdts, Vests or tabards best achieve this identification. The appropriate colours are:

:/ @ Emergency Planning
ﬁ ' """"" Committee
O// Chief Warden

Communication Deputy Chief Warden

I O I
= 0 (2

Floor/Area
Warden

<
[ [ [ % [ I [
sss “eee

.

First Aider First Ajgér

O,..

py
2
So

Floor/Area
Warden

13
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7.7 Warden ldentification

The members of the Emergency Control Organisation shall be identifiable by the use of either helmets /
caps / hats / vests / tabards.

EMERGENCY CONTROL

ORGANISATION POSITION COLOUR
Carden WHITE

D'/m' f Ward WHITE
ep ef Warden

N

CommunOfficer WHITE

W ﬁ YELLOW
A .|
r 4

Area / Floor
Warden RED

First Aid Officer GREEN (white cross on green background)

IT SHOULD BE CLEARLY UNDERS 'Of 0 THAT THE PRIMARY DUTY OF WARDENS IS NOT TO COMBAT
EMERGENCIES BUT TO ENSURE, AS f/.R AS PRACTICABLE, THE SAFETY OF THE OCCUPANTS AND THEIR
ORDERLY EVACJATION FROM THE DANGER ZONE

7.8 Maintenance of the Emergen trol Organisation

Ehg@ncy Control Organisation a determined effort
s in charge of a workplace, to ensure the

To maintain the effectiveness and efficiency of the
is required by all occupants of the building, particularl
following is maintained:

(a)  The nomination of suitable persons to carry out the duties ardens in the building to provide
for the safety of occupants;

(b) A Warden Register containing the name, telephone number and ion of all members of the
Emergency Control Organisation within the building is implement &aintained;

(c) Regular meetings of the Emergency Control Organisation should be con ed to provide training
for Wardens. Meetings should be held at intervals not greater than six-mo (Ref AS 3745-

2010) /\ .

(d) Evacuation exercises shall be held annually for the Emergency Control Organisati building
occupants to practice the building’s emergency procedures. A debriefing of the Eme y
Control Organisation to identify any deficiencies in the procedures should follow eac ise.
All occupants are encouraged to participate in evacuation exercises to ensure they are
with Emergency Procedures. Participation in these exercises will assist Building Owners/Te
Principals/Managers in meeting some of their obligations under the Victorian Occupational Health
and Safety Act 2004 and the Occupational Health and Safety Regulation 2017.

14
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8. EVACUATION ASSEMBLY AREAS

An Evacuation Assembly Area has been established for this facility.
= The Evacuation Assembly Area is located between Brown Alley and Merritts Place.

In some instances, it may be considered appropriate to evacuate to another approved safe area as
nominated by the Chief Warden or the attending Emergency Services.

6} Master Emergency Communication Point

A"Maéter Emergency Communication Point (MECP) is a designated location within, or in close proximity
to thalbuilding from where the Chief Warden will direct all emergency control operations during a
period ¢ an incident impacts on, or could impact on, the safety and wellbeing of building
occupants.

= The Masteréngency Communication Point for this building is located at the front entrance of
the building.

Should the Chief War;/ unable to continue manning the MECP, if possible, they shall notify the ECO

of their relocation point’ @

8.2 Raising an Alarm

When an incident occurs, the alar raised by:
a) Ringing the Emergency Services, c RO ZERO ZERO (000);

b) Someone witnessing the emergency (f @ple fire, gas leak, civil disorder) and reporting it to the
Chief Warden;

c) Operating any device that will sound the Emerge &/arning System.

8.3 Outside Normal Working Hours

warning system sounds outside normal working hours, persons in the facility should alert others
in their area (if it is safe to do so), activate the emergency warnin by any available means,
notify the relevant Emergency Service on ZERO ZERO ZERO (000) and“le &eir area via the emergency

If an incident occurs in the immediate area that could impac& upant safety or the emergency
s
S

exits.

If the assembly area is in a remote location where an individual's personal s&fey may be placed at risk,

it is advisable (if it is safe to do so), for the evacuee/s to remain in a well-lit area i se proximity to
the facility entrance where they can also pass on any relevant information to th )@iag Emergency
Service. /

Do not re-enter the facility until directed that it is safe to do so by the senior Emergency SesVig€s
Officer. Q
Note: If the alarm sounds or an incident occurs outside normal working hours, a person

special needs who cannot traverse the emergency exits should telephone the Emergegcy
Services on ZERO ZERO ZERO (000) and pass on relevant information including their
location within the building.

15
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8.4 Persons with Special Needs

A person with special needs is any person who has a physical or mental impairment that substantially
limits one or more major life activities; has a record of such impairment; or is regarded as having such
impairment.

Consideration must be given to an accessible means of egress, safe holding areas and also the
compilation of Personal Emergency Evacuation Plans (PEEPs). Refer to Section on Persons with Special

?ds for further information.
A?Jse of Lifts
In a n‘@ el building an occupant or member of the public will normally have no indication of why an

Emergen ing System has sounded and as such, lifts should NOT BE USED by occupants or
members o@c if the Emergency Warning System sounds or if there is physical evidence of a fire.
S

Lifts are not to

in a fire, or suspected fire situation, because:

/Iectrical or mechanical failure;
nd shafts;

c) The lift may be called to ai e-effected floor;
d) Lift doors with sensors may no&if smoke has broken the beam.
o

a) Lifts may stop o

b) Smoke can enter li

Certain lifts may be used to transp gency Services personnel or to evacuate a person with
special needs strictly under the contro ttending Emergency Services.

8.6 Movement of Motor Vehic

ring an Emergency

Vehicles may be removed from a car park only aft sonnel have been evacuated and only with the

approval of the senior Emergency Services Officer o
In the event of an incident requiring evacuation of the ca@ easures must be implemented to
immediately restrict the entry of vehicles into the car park ﬁallow occupants already in their
vehicles to exit freely from the car park (if deemed safe to do so)@

If the car park is equipped with boom gates, car park attendants o inated Warden must ensure
the entry gate is locked in the down position to restrict entry and the exit gate is locked in the up
position to allow all vehicles-in-transit to exit freely and drive away from@f

cility.
Care should be taken to avoid traffic jams in the immediate neighbourhood@e car park which could
restrict the arrival of Emergency Services vehicles. @
If this procedure cannot be implemented safely, or if a traffic jam occurs within th &exit route
from the car park, car park attendants and or Wardens are to instruct all drivers of vehi in-transit to
stop engines, alight from their vehicles, secure their vehicles and evacuate the car park usi r(e

emergency exits. Drivers of evacuated vehicles must be restricted from re-entering the car @til the
official All Clear is given by the Chief Warden or attending Emergency Services. \Q

For this procedure to work effectively there needs to be a communication system in place to allo
instructions to be given to car park attendants (and or designated Wardens). In the absence of any
specific instructions from the Chief Warden, upon an incident occurring within or which may impact on
the car park precinct, the procedure detailed above shall be implemented.

16
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9. RESPONSE COLOUR CODES

The following colour codes may be used for Public Address or radio announcements for specific
emergencies:

TYPE OF EMERGENCY RESPONSE COLOUR CODE

vacuation Orange

V}‘Smoke Red
Ca rrest/Medical Emergency Blue
j Purple
Brown
Personal Thred ed hold-up, hostage, siege or

other situation inv@g igh risk or injury,
unarmed confronta fpsychiatric, assault, Black

geriatric, violence, sui eat)

- N -
Internal Emergency (failure @reat to essential
services, hazardous materials ¥ncident)

be stated followed by all clear.

Yellow

For all clear the relevant colour co

Notes: 1. The response to Persona (Code Black) should be developed in consultation with
external services and agen

Qas State authorities and police.
2. The colour green SHOULD NOT to indicate all clear.

3. Alternative forms of emergency identi a@n rather than response colour codes, e.g.

paging alert system using a number m ed if desired.
9.1 All Clear b/

On being notified by a person in authority from the relevant Em% ervice that it is safe to return
to the facility, the Chief or Deputy Chief Warden should proceed t sembly Area to announce the
All Clear.

9.2 Employee Workplace Health and Safety Obligati
Employees must ensure that their workplace health and safety obligations are ful charged to other
persons (third parties) at the workplace pursuant to workplace health and safety | jom enacted in
each State and Territory. Generally, this legislation requires employees:

(a) To take reasonable and practicable steps to ensure that they do not do anything, Q do
something that creates a risk or increases an existing risk to the health of the employ ther

persons at the workplace; O
(b) Not to willingly injure himself/herself or other persons at the workplace;

(c) To comply with employer instructions for workplace health and safety and to use appropriate
personal protective equipment where this equipment has been supplied by the employer.

Employees who fail to comply with their workplace health and safety obligations may be prosecuted
under relevant State legislation.

17
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9.3 Emergency Control Organisation Personnel Training

Emergency Control Organisation (ECO) personnel shall receive instruction relevant to the position to
which they are appointed. The ECO training program shall cover issues specific to the facility emergency
procedures and should include:

a) Fire safety features including installed alarms;

The procedures for evacuation of the facility including the possibility of modification to set
procedures where circumstances dictate a change is required;

c)¢ The location of the evacuation assembly areas;

d) Emergency personnel identification;
e) Eme Qersonnel authorities;
f)  Therole ority of each ECO member;

g) Communicatio yjs and systems.
ECO personnel shall re inlls maintenance instruction at intervals not exceeding six-months. The
skills maintenance sessi r@ to be used to maintain the interest of personnel and improve their
knowledge and skills.

9.4 Evacuation Practice

Evacuation exercises shall be conduct@ sure that the procedures are satisfactory. Once it has been
established that the procedures are satisfé and workable, a program of evacuation exercises should
be established for at least one year ahead. &uation exercises should be attended by observers
with check lists. All evacuation exercises shal ixed by an announcement that indicates it is an
evacuation exercise.

covering a facility. In any case, all areas of a facility sha te in at least one emergency response

Evacuation exercises may be conducted either as part uation exercises or a total exercise
rtiei
exercise involving an evacuation each year.

9.5 An Emergency during an Emergency Resp@ ercise

A pre-determined word ‘NO DUFF’ shall be disseminated to all ECO me for use when an actual
emergency incident takes place during an emergency response exercise. rd or phrase shall signify
that the emergency response exercise has been terminated and that the E éto standby for further

instruction.
NOTE: The word or phrase may be repeated in groups of three to overcome ba@q noise and

other distractions. /
9.6 Evacuation Practice Record j/

The occupier of a building must keep a record (an evacuation practice record), complying with
following paragraph, of each evacuation of the building carried out.

The evacuation practice record must state the following:
(a) The date of the evacuation;
(b)  The times when the evacuation started and ended;

(c) Any action to be taken as a result of the evacuation, including, for example, carrying out a review
of the building’s fire and evacuation plan or giving additional fire and evacuation instructions.

18



555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 5
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd ks

m
(%)

10. PREVENTION PROCEDURES

10.1 Maintenance of Exits by Occupiers of Buildings

The person with management or control of a workplace must ensure that all exits, paths of travel to
exits and any external paths of travel to a road or open space required to be provided are maintained in
an efficient condition and kept readily accessible, functional and clear of obstruction so that egress from
the building or place is maintained.

QO.Z Prevention
ﬁupants should be encouraged to take note of and bring to the attention of the Chief Warden or

pérs charge of their area:
(a) cumulation of litter which may increase the danger of fire;
(b) In torage of flammable liquids;

(c) Incorre éﬁge of Dangerous Goods and/or Hazardous Materials;
€,

(d) Any furni gecoration, equipment or any other item that might restrict the width of the path
of travel or i cess to the emergency exits;

(e) Missing, defecti
(f) Any fire and smoke \do t are not kept shut (except during use) and any self-closing

ischarged fire extinguishers;

mechanism which is nof op€rational. These doors should close and fully latch automatically and
are not to be held open“f wedges etc;

(g) Any obstructions in passage 4

(h)  The storage of any article in fire reel cupboards;

Flammable liquids should be permitted only i ecial circumstances and only in minimal quantities.

All Occupants should be encouraged to obse reatest care when using matches, portable heaters,
electrical appliances and other possible sources @t ighition. Their immediate work area and/or
surroundings should be kept neat and tidy.

10.3 Hot Work @

A Hot Work permit system must be implemented for cuttin ding, brazing, soldering and other
similar works. Hot work involving the isolation of an Essentidl Serwice must be strictly controlled by the
person in charge of the workplace. @

The following requirements are to be in place and followed when k is conducted on the

premises.

(a) The person and or company conducting the hot work must be a h@ a current Work Cover,
Public Liability insurance and Professional Indemnity Insurance;

(b)  The person and or company conducting the hot work must be suitably dlUalified to perform the
hot work;

. . .
(c) The person and or company conducting the hot work must be made aware of %}Jtlons which
must be observed as far as is practicable whenever an Essential Service is made i tive;

(d) Fire extinguishers are to be located immediately adjacent to the hot work area withi etres.
Installed building fire extinguishers are not to be relied upon;

(e) The immediate surrounds of the work area are to be cleared of combustible materials; Q
gehcy

(f) The person and or company conducting the hot work must be made aware of facility Emer
Response Procedures; and

(g) The person and or company conducting the hot work must at all times comply with Workplace
Health and Safety Laws and Regulations.

If a fixed fire protection or detection system needs to be taken out of service approval is required for
the impairment and the Fire System Log Book is to be filled in with details of the actions.

19




555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 5
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd ks

m
(%)

11. INSTALLED FIRE SAFETY SYSTEMS AND
EQUIPMENT

The fire safety systems and equipment that are installed in your building is indicated as follows. This list
was current at the date of publication of this Emergency Management Manual but may be subject to
additions/deletions brought about by improvements or upgrades to this building/structure.

FIRE DETECTION

FIRE INDICATOR PANEL (FIP) — Main entrance of the building

A Fire Indicator Panel (FIP) is an electric panel that is the controlling
component of a fire alarm system. The panel receives information from
environmental sensors designed to detect changes associated with fire,
monitors their operational integrity and provides for automatic control of
equipment, and transmission of information necessary to prepare the
facility for fire based on a predetermined sequence.

he FIP may also supply electrical energy to operate any associated
§or, control, transmitter, or relay (i.e. HVAC shutdown, security,

: ec’@door locks etc).
SMO @zms

Smoke alar@; designed to sense the presence of fire and sound a

, warning in the diate area. Smoke alarms may not be monitored by a
K _ third party.
4,

@,)/
SMOKE DETECTORS %
e S

Smoke detectors are designed to sens sence of fire, indicate its

location and advise the Fire Service. 0
p— Vo)
/}‘
)

g
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THERMAL DETECTORS

Thermal detectors are designed to sense the presence of fire, indicate its

e
o S | location and advise the Fire Service.
-~
-
¢
7,
O MANUAL CALL POINT (MCP)

A Manual Call Point is used to allow building occupants to signal that a fire
or other emergency exists within the building. They are usually connected
to a central Fire Indicator Panel which is in turn connected to an occupant
warning system in the building and to the fire brigade or monitoring
station.

QA Manual Call Point is operated by depressing the frangible face of the

%.

f a Manual Call Point shall be red in colour. A red Manual Call
Poi unted on the FIP ONLY.

EXTERNAL ALARM ALOR (FIRE BELL) - Front entrance of the building

\
The fire detection syste operate one bell to indicate a fire alarm.
The bell shall be located o tside of the building, be visible from the
d

main approach to the building@n all be as near as practicable to the
Designated Building Entry Point.

The bell is to be red in colour and theé ‘FIRE’ shall be marked on the

bell. &O

L 4
EXTERNAL ALARM INDICATOR (RED STROBE LIGH@OM entrance of the
building *

The fire detection system shall operate one red strobe I@in icate a
fire alarm. The strobe shall be located on the outside of th ifiding, be
visible from the main approach to the building and shall be a r@s
practicable to the Designated Building Entry Point. Q
The word ‘FIRE’ shall be marked on or adjacent to the strobe in lettering

not less than 25 mm in height on a contrasting background. The label shall
be upright and clearly legible when the strobe is installed.
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ALERT ALARM

The Alert Alarm is a slow repetitive BEEP which can either be actuated by
activation of the fire detection system or manually by the Chief Warden.

%
‘C

EVACUATION ALARM

The Evacuation Alarm is a rise and fall tone that is the executive order for
all occupants to immediately evacuate the building.

It can be actuated by activation of the fire detection system or manually
by the Chief Warden.

g

WARDEN INTERCOMMUNICATIO (wip)

Warden Intercommunication Phones Igcated in select locations to
enable direct communication with the C |®arden at the Master

Emergency Communication Point. o

2%
04
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FIRE SUPPRESSION SYSTEM

SPRINKLER SYSTEM

Automatically distributes water upon a fire in sufficient quantity either to
extinguish it entirely or to prevent its spread.

FIRE EXTINGUISHERS

pants with equipment to attack a fire in its initial stages.
FIRE HOSE REELS @

Fire Hose Reels are inst llow occupants to undertake fire
extinguishment in the initial % of the fire.

The fire hose reel system must havg fise hose reels provided so that the

&xtinguishers are installed in accordance with AS 2444 to provide

nozzle end of a fully extended fire ifted to the reel and laid to avoid
any partitions or other physical barrieg§ will reach every part of the floor
of the storey and internally within 4m o jt.

Fire Hose Reels are not to be used on fires w@ associated electrical

hazard. :

FIRE HYDRANTS /}’

= A fire hydrant system must be provided to serve a buildin@i a total
is

floor area greater than 500 m?; and where a fire brigade i to
attend a building fire. The internally located fire hydrant is to powide
coverage throughout all areas of the building. O
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FIRST AID

FIRST AID KITS - 1 x Upper Basement, 1 x Roof Kitchen

A First Aid Kit is provided for the emergency treatment and life support for
people suffering injury or illness. Contents of First Aid Kits should be
suitable to the type of work carried out at the workplace.

The First Aid in the Workplace Code of Practice advises that first aid kits
for workplaces should not contain medications.

MEANS OF ESCAPE

EMERGENCY EXIT SIGNS

mergency exits and the paths of travel to emergency exits are normally
@ ated by an illuminated EXIT and/or directional EXIT sign.

o
Oo(/
“

EMERGENCY LIGH

Emergency lights are d%o safeguard occupants from injury by
g

“” providing sufficient lightin w occupants to safely negotiate the
paths of travel to an exit in th ev%a partial or major failure of the

buildings’ mains power. 5
- EXIT DOORS O
.

Exit doors are provided to give occupants a means of égr sfrom any part

of the building.
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FIRE RESISTANT DOORS

A fire-resistant door-set is installed across an opening in a fire wall to
maintain the fire resistance rating of that fire wall.

A sign to alert persons that the operation of fire doors must not be
impaired must be installed where it can be readily seen on, or adjacent to,
a required fire door providing direct access to a fire isolated exit on the
side that faces a person seeking egress.

DOOR FAIL SAFE DEVICE

Specific doors are provided with a clearly identified fail safe control switch
on both sides of the doors which temporarily open the doors to allow
occupants to evacuate. The doors will close automatically when the
occupant passes through.

The door opening devices are fitted with a back-up power supply capable
f opening and closing the doors for a minimum of 60 minutes in the

0 of a power failure.

EM Y DOOR RELEASE (EDR)
EMERGENCY An Eme oor Release (EDR) is similar in construction to a Manual

DOOR RELEASE . H i
Call Point (MICP)oThe body may be green, white or yellow in colour but
R must have the@opglling “Emergency Door Release” in a contrasting colour
eSS on the device. installed for use by occupants to override

electronic door loc

g

FIRE ISOLATED STAIRS / CORRIDO,

Fire isolated stairs and or corridors arefdegigned to provide occupants
with a safe means of egress from the bu @n the event of a fire.

7
,O,} :
X

STAIRWELL PRESSURISATION (Q

Stairwell pressurisation is installed to ensure that occupants have
sufficient time to evacuate the building without their safety being
jeopardised by the entry of effluents of a fire to the fire isolated stairs.
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11.1 Performance Solutions

When a building is to be constructed the architects will sometimes create a structure that does not meet
the National Construction code and therefore a Fire Engineer would be engaged to create what is called
a Performance Solution. If a Performance Solution for a building includes a fire safety management
procedure as a condition of the occupation and use of the building, then the Performance Solution/s are

&e detailed in this section.
T Minutes has not been made aware of any Performance Solutions for this building at the date of
revi this document.

0,
%,

O
%
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12. ROLE CHECKLIST — CHIEF WARDEN

v"  Pre-Emergency Tasks

O | Maintain a current register of Emergency Control Organisation members;

Maintain adequate numbers of Emergency Control Organisation members;

Conduct regular exercises, and attend training and exercises as required;

Ensure the Emergency Response Plan is updated regularly;

tend Emergency Planning Committee meetings;

personal Emergency Control Organisation identification is available;

’s are in place;
Ensure fgency Control Organisation members are maintaining adequate emergency
managemenmlsskeeping in their areas.

~7/

v’ Emergency Tacks

Attend Master Emergecy rol Point and take control;

Determine nature of emermd appropriate course of action;

Call emergency services on 000%[ fire, ambulance or police;

Notify Emergency Control Organiszﬁ'l’t{ mbers as appropriate;

Ensure appropriate emergency proces:%@plemented;

Evacuate immediately if there is danger to'p/

Ensure Emergency Control Organisation are se}R i nd evacuating their areas;
Advise neighbouring facilities if necessary; N

Prevent all persons from re-entering premises until dee afe;

Receive reports from Area Wardens on areas searched, and’r on evacuation log;

Note reports from Emergency Control Organisation on refusaIs@s or mobility
impairments, taking note of location; A

Nominate someone to direct emergency services to building entrance,/ PS

Brief emergency services on arrival — type, scope & location of incident;w .
L4

Ensure all persons are accounted for at assembly area (where possible);

. L4
Where large numbers of persons are at the assembly area, assigh someone to man
-

the assembly area;

Provide first-aid to injured persons whilst waiting for emergency help;

Notify emergency services immediately of injuries, even minor ones;

When advised by emergency services that event complete, advise occupants to return
to facility.

O 00 0O |0O0j0|] O 000000000 DO
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v"  Post Emergency Tasks

O | Organise security guards to provide 24-hour protection of premises;

O | For persons that suffered injuries, ensure that you contact ‘next of kin’;

O | Report the incident to your building manager or real estate agent;

4 Contact your insurer & report the incident, including injuries to staff;

Organise counselling for staff that are traumatised by the incident;

ite a brief report on what happened, injures sustained & the actions you took;

a n tradespersons to secure the premises to prevent theft or further damage;

Aftet t gident, conduct a debrief with Emergency Control Organisation on what

8 happen ﬁ why;
O | Activate Buﬁ}ltinuity measures.
/,

munications Officer (if appointed)

12.1 Role ChecklisQ :

Pre-Emergency Tasks

Ensure personal proficiency in Og mn of facility communications equipment;

Maintain records and logbooks an e gzhem available for the Emergency Control
Organisation to use during an emergethgy;

Ensure all Emergency Control Organisatio ers are proficient in use of the facility
communications equipment;

O | Ensure that emergency communication contact d ai;e up to date.
v

Emergency Tasks

Transmit instructions and information;

Broadcast messages to occupants and Emergency Control Organisatior{

v
a
. . . -
O | Respond to calls by Emergency Control Organisation using phones a@mers;
a
a

Manage alternate methods of communication including land line and m s,
runners, two way radios. A

Post Emergency Tasks

O | Compile a report on actions taken during the emergency for the debrief;

O | Participate in the debrief.
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12.2 Role Checklist - Assembly Area Warden (if appointed)

Pre-Emergency Task

O | Ensure evacuation kit is maintained regularly.

Emergency Tasks

Take control at assembly area, ensuring all persons remain in their allocated areas;

R) rt to Chief Warden any updates as required, for example, casualties, missing

n
Co ? e with persons at assembly area with updates from Chief Warden or
manage %

v
Dispatch firgt ai yflcers as required at the assembly area;
When given thly ar from the Chief Warden, facilitate sending occupants back to
the building;

o

Post Emergency Tas<s

O | Compile a report on actions ta Mg the emergency for the debrief;

Q | Participate in the debrief. \’/l
~7

12.3 Role Checklist — Area Warden 5@

Pre-Emergency Tasks

Confirm sufficient wardens for area of responsibility;

Coordinate the completion of Personal Emergency Evacuatio (PEEP)

documentation if required;

v
Report on deficiencies of emergency equipment; \‘/)

Ensure that wardens have communicated the emergency response proﬁad to all
occupants within their nominated areas;

C |0 O |OEN

U

r 3
Have an intimate knowledge of the area, including egress routes, the locatio oy
emergency equipment and the presence of hazardous substances; O

U

v
Ensure that occupants are aware of the identity of their wardens; ‘R
-

Coordinate safety practices (e.g. clear egress paths, access to first-attack equipment O
and disposal of rubbish) by wardens throughout their area of responsibility;

Attend training and emergency exercises, as required by the Emergency Planning
Committee;

O | Ensure personal Emergency Control Organisation identification is available.
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v"  Emergency Tasks

Implement the emergency procedures for their area;

ES

Ensure that the appropriate emergency service has been notified;

Check the floor or area for any abnormal situation;

L 00|00

Commence evacuation if the circumstances warrant this, or if evacuation tones are
"4 sounding;

Search the floor or area to ensure all persons have evacuated;

sure an orderly flow of persons into protected areas, e.g. stairwells;

persons with mobility impairments;

ﬁe with the Chief Warden using phones or whatever means available and act
on ins

gS,
v . . .
Co-opt p sﬁs;eqwred to assist a Warden during an emergency;

Confirm that %vities of Wardens have been completed and report this to the Chief
Warden;

ol 0|0 0|0

Be available for bri?ﬂ ice and other authorised persons during an emergency.

Post Emergency Tasks

O | Compile a report on actions taken 't ﬁ}he emergency for the debrief;
O | Participate in the debrief. V

12.4 Role Checklist — Warden @

If you detect a dangerous situation, commence an immedia;@c ation of the area and notify the
Chief Warden

Pre-Emergency Tasks

Ensure that all occupants are aware of the emergency response phe fases;

Carry out safety practices (e.g. clear egress paths, access to first-attac{equ' ment and
disposal of rubbish); b

Ensure personal Emergency Control Organisation identification is available; 4 /
v

Attend training and emergency exercises, as required by the Emergency Plannin! >/

O (0 O |O

Committee. Q

o4

30




555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 5
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd ks

m
(%)

v"  Emergency Tasks

Assuming control of their area in the absence of the nominated Floor or Area Warden;

Operate the communication system(s) in place, for example the WIP (Warden
Intercommunication Phones);

Search the floor or area to ensure all people have evacuated;

0
0
=
2

Check that any fire doors and smoke doors are properly closed;

Close or open other doors in accordance with the emergency response procedures;

sure orderly flow of people into protected areas, for example, stairways;

E TO DO SO and trained, operating first attack firefighting equipment, for example

fi uishers and Fire Hose Reels;

Assist(
v . .
Act as lead eMrgups moving to nominated assembly areas;
Report statusﬁ/ﬂired activities to the floor or area warden on their completion.
L 4

\

nts with Special needs;

oo o

v"  Post Emergency Tdsks

Compile a report on actions“ during the emergency for the debrief;

Participate in the debrief. \/f\
-

U

12.5 Role Checklist — First Aid Offi€ey

v"  Pre-Emergency Tasks

O | Ensure First Aid Kits are adequately stocked, and chegked gvery six months;

O | Ensure you are aware of where all First Aid Kits are locate

v’ Emergency Tasks

Treat First Aid at injury location if evacuation is not required; ’ﬁ
During evacuations, follow instructions of Emergency Control Organisati ﬁgss;

v
Treat First Aid for casualties during evacuation either at location or assembly a%

v

Establish triage area at assembly area during evacuations;

Brief ambulance officers at status of casualties, actions taken etc. N %
v’ Post Emergency Tasks

O | Compile a report on actions taken during the emergency for the debrief;

O000 D

O | Participate in the debrief.
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12.6 ECO Summary

ALARM OR ECO ASSEMBLE/ COMMUNICATE INVESTIGATE GATHER/
NOTIFICATION CONNECT (PERSON OR COMMS) INFORM OCCUPANTS

@@) ele T ‘X' ( é%\

e S

INFORM OF ATTEND RE-ENTER WHEN
ACTION ASSEMBLY AREA ADVISED
Ky :
A% =
&8
e e

Liaise with Emergency Initiate Business
Services Continuity Plan

Not every emergency will pan out like %, some steps might be missed or start at different points.

= Alarm or notification — You will now kflo at a situation might be happening.

= ECO Connect — Wardens will meet at the igated control point or assemble elsewhere.

=  Communicate — Discuss what needs to happengdndidelegate rolls.

= |nvestigate — Is the threat credible? @

= Gather/inform occupants - Let everyone know what i xﬂng.
be

=  Stay or Go — The decision will be made, and everyone wil infarmed.

= |f we evacuate - We attend the Assembly Area and liaise with ncy Services.

= Re-enter when advised — Emergency Services will tell the Chief an ief will
advise everyone else.

= There may be a need to do a staged re-entry. 0

O,..

py
2
So
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13. PERSONS WITH SPECIAL NEEDS

Note: The procedures in this section, and in particular the information required of occupant’s
details, must take into account the requirements of the Australian Privacy Principles
(APPs).For further information, go to Office of the Australian Information Commissioner
(OAIC) web site at http://www.oaic.gov.au/.

Introduction

n with special needs is defined in Australian Standard 3745-2010 as someone having physical,
inte al, visual or auditory disabilities or impairments, either temporary or permanent. There could
be at lea ne person in any given building whose movement through emergency exits would be
restricte@n emergency evacuation which will require special needs procedures being implemented
within the lace. Children may also be classified as a person who requires special assistance during
an evacuatio

Consideration mL{biv n to an accessible means of egress, safe holding areas and also the
compilation of Pers gency Evacuation Plans (PEEPs).

13.1 Personal E @ncy Evacuation Plans (PEEP)

The person in charge of a wor ce must identify any person under their control who has an

impairment that may restrict their ent in an emergency. Personal Emergency Evacuation Plans
(PEEPs) must be compiled for each d person with a special needs. The procedures must also
include the details of person/s nomina e the designated assistant/s.

Information on the PEEP shall be dissemin oall people responsible for its implementation. PEEPs
should be held by the relevant Warden.

An example of a PEEP, as detailed in Australian Stahd @745-2010, appears in the following section.
13.2 Impairments

There are five general categories of impairments:

= Mobility Impairment; =  Spe irment; and

= Visual Impairment; = Cogniti rment.
= Hearing Impairment; é

Mobility Impairment :
€hg

If a person cannot physically negotiate, use or operate stairs or door locks or lat

Op‘path of
egress then that person has a mobility impairment that would affect his or her ability t uate
through the emergency exits in an emergency.

Typical problems for people confined to wheelchairs includes manoeuvring through narrow ,
going up or down steep paths, moving over rough or uneven surfaces, and negotiating steps or
in level at the entrance/exit point of a building.

Visual Impairment

If a person cannot use or operate some part or feature in the path of egress or access displayed
information like signage because that feature or information requires vision in order to be used or
understood, then that person has a visual impairment that could affect his or her ability to evacuate in
an emergency.
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Hearing Impairments

If a person cannot receive some or all of the information generated by an occupant warning system, like
an alarm signal or Public-Address voice instructions, then that person has a hearing impairment that
could affect his or her ability to evacuate in an emergency unless alternatives are provided.

Speech Impairments

eech impairments prevent a person from using building features that require the ability to speak.
S h impairments can be caused by a wide range of conditions, but all result in some level of loss of
@Iity to speak or to verbally communicate clearly.

Cogni Impairments

development ilities, alcoholism, Alzheimer’s disease, Parkinson’s disease, traumatic brain injury,
stroke, and som ghjatric conditions, but all result in some decreased or impaired level in the ability
to process or under @ information received by the senses.

Cognitive imgai ts can be caused by a range of conditions, including but not limited to
o

All standard occupant w systems require a person to be able to process and understand
information in order to sa cuate a building.

13.3 Assistance

The person in charge of a workplace
nominated personnel to assist any occ
someone guiding a person with limited ey
evacuation is ordered.

as a part of their risk management practices, have
visitor with special needs. This may be as simple as
through the emergency exits to the Assembly Area if an

Level of Assistance

Guidance SO
=  Explaining how and where the person needs to go to get%rgency exit;

=  Escorting the person to and or through an emergency exit;

Minor Physical Effort j
= QOffering an arm to assist the person to or through the egress path; O

= QOpening the door(s) in the egress path; O
e

Major Physical Effort

= Operating a stairway descent device. j/
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13.4 A Person with Special Needs in an Incident-Affected Area

A person with special needs in an incident-affected area should be guided to a Warden Communication
Point and the Chief Warden notified. The Chief Warden is to arrange priority evacuation with the
Emergency Services. If the person with the special needs is located on a level with direct access to a
road or open space, then that person should be immediately removed from the building.

In any other case where there is no direct access to a road or open space, once all other occupants have
en evacuated, the person with special needs may be placed in a safe holding area, for example in a

ated fire and or smoke isolated safe haven or on the landing in the emergency exits with a
\A@n or responsible person to provide comfort and reassurance.

13. rson with Special Needs in a Non-Affected Area

On becoming a of an incident which could place the safety and well-being of occupants at risk, any
person with s a eds should be notified and prepared for movement either from the building or to
a safe area such nding within a fire isolated stair, a fire isolated corridor or into a fire and or
smoke isolated safe@

13.6 Outside No Hours of Occupancy

Should the building Emergenc@ning System sound in the area where a person with special needs is
outside the normal hours of occup at person should immediately ring ZERO ZERO ZERO (000) and
ask for the Fire Service. Once conn ey should pass on the following information to the operator:

=  Their name and the address of the iNg and the fact the alarm system has sounded (or type of
incident that has occurred);

=  Their degree of assistance required; and

= Their location within the building. @
i

Should their own personal safety be at risk whilst awa arrival of the Fire Service the person
should make a second call to ZERO ZERO ZERO (000) and in he operator they are making their way

to the emergency exit. @
/O/, .

py
2
So
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14. PERSONAL EMERGENCY EVACUATION
PLAN (PEEP)

PEEP’s are individualised emergency plans designed for mobility impaired occupants who may require assistance
during an emergency.

To facilitate reference by Emergency Services, a copy of the PEEP should be kept with the relevant Warden and/or
ignated assistant and an additional copy kept in a central location which is readily accessible to the responding
ncy Service. The information on the PEEP shall be disseminated to all people responsible for its
tation.

Phone / Ext: Mobile:

Email: &

Company Name:

Building Address: O

Floor Number: Room Number:

Is an Assistance Animal involved? :/ YES NO

Is the occupant trained in the emergency response procedures? YES NO
(including the evacuation procedures) @
Preferred method of receiving updates to the emergency response procedures:o

(Please state, e.g. text, email, braille, etc.) 0
/2%

Preferred method of Notification of Emergency: /S

(Please state, e.g. visual alarm, personal vibrating device, SMS, etc.)

Type of assistance required:
(Please list procedures necessary for assistance)
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Equipment required for evacuation:
(Please list)

Egress procedure:
(Give step by step details)

Designa assistants/wardens and contact details:
(Please e, phone, mobile, email.)

Are your designated as%s trained in the YES NO

emergency response pro s?

(including the evacuation p 0)

Are your designated assistants train use of YES NO
the evacuation equipment?

Diagram of preferred route for assisted evacuati@
(Please provide diagram)

L 4
Insert the dia owing:
1. The location of the persafi w, quires assistance
2. The path of travel to the plags fety
This diagram will ONLY be relevant to an individual and their loc ithin the building and a generic
diagram CANNOT be inserted.

r 4

Issue Date: Review Date: @ﬁ

Occupant approved: Date: 0
/2%

(Signature)

Assistant/Warden: Date: :
(Signature) O

Chief Warden: Date:

Please contact First 5 Minutes if you would like an electronic copy
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15. EVACUATION PROCEDURES

— CODE ORANGE

Introduction

arden notes that the pace of an occupant down a set of stairs is slowing the movement of
s, then they must move that person aside on a landing until all others have passed (a
W, or responsible person must remain with this person to assist them to the external safe

e O
Note: OThis is also why ambulatory occupants are evacuated before semi-ambulatory or

:The speed of an evacuation is driven by the slowest person within the means of egress. If a

f-ambulatory persons.

During an eva &‘ hould the Chief Warden be unable to continue manning the Master
Emergency Com@ Point (MECP) owing to the nature of the emergency or because of
threat of injury, the / arden is to advise all floors, if possible, that they are leaving the
MECP.

The Senior Officer from the ervice or responding authority, on taking control of the
incident, may take over the dutiWe Chief Warden. The Chief Warden should remain at the

MECP to render assistance as re

15.1 Evacuation ProcedurQC)
The situation should be assessed before th%to evacuate is made. Consideration should

be given to the following factors:

= The severity and extent of the incident;
él

= The location of the incident;

= |fafireis involved, the proximity of any flammable ma

= |fafireisinvolved, whether the first attack appliances are@bSng the fire;

= The nature and type of occupants in the vicinity;

= |FIN DOUBT - EVACUATE. It is better to have the trouble of resett pants than to risk
loss of life.
15.2 Authority to Initiate Evacuation 0 ‘" o

The authority to evacuate a floor/compartment/area is vested in the Warden presen
incident. Initiating an evacuation involving multiple areas of or the entire building is vescf
the Chief Warden pending arrival of the Fire Brigade and thereafter on the advice of the f@

in Charge of the Fire Brigade. O

15.3 Stages of Evacuation

If there are no members of the Emergency Control Organisation present all occupants of the
building are to commence immediate evacuation of the building if their safety is threatened or
on the sounding of the evacuation alarm in their area. Initial evacuation should be conducted in
three distinct stages depending on the severity of the incident.
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Stage 1 - Removal of Persons from the Immediate Danger Area

Occupants are removed from the affected compartment into the next compartment, for example
from a room to the corridor. Doors should be closed to confine smoke and fire in the affected
compartment.

Stage 2 - Removal to a Safe Area

If the severity of smoke or heat warrants further evacuation, occupants should be moved
ugh fire and/or smoke control doors to safe areas on the same level.

S 3 - Complete Evacuation of the Building

Should ergency necessitate evacuation of the building, Wardens are to direct occupants to
the asseW& via the emergency exits.

Note: ersing a set of stairs, Wardens are to ensure that occupants do so in single
lle?Yt they maintain 3 points of contact with the handrail at all times.

15.4 Priority for Evacuation

Occupants are divided into riority groups for evacuation:

PRIORITY 1 - Ambulatory person equire only a Warden to guide or direct them to a place
of safety.
PRIORITY 2 - Semi-ambulatory perso%ring just a helping hand.

PRIORITY 3 - Non-ambulatory persons w ave to be physically moved or carried.

PRIORITY 4 - Aggressive, violent or resistive pefs These persons may place Wardens in
danger.
Note: If circumstances permit, persons in Pr@ ay assist in the evacuation of
occupants in Priority 2.

15.5 Persons Refusing to Comply with Wardens’' Directions

Should a person refuse to comply with the directions given by a Wé from the Emergency
Control Organisation, the Warden shall:

(a) Ensure the person has been clearly advised (twice) that they are to@ate the facility
because of an emergency situation;

(b) Notify the Chief Warden, who shall advise the senior Emergency Servic£ vmo at
their discretion, may take the appropriate action under law to remove the p :

15.6 Evacuation of Contractors during an Emergency

During an incident that will require the evacuation of the facility the Chief Warden is to ens
that the Contractor/Visitor Sign-in Register is checked to confirm if contractors are working
within the building or its precincts. If it is found that there may be contractors on site, the Chief
Warden is to ensure that personnel are dispatched to check the area/s they are working in (if
safe to do so).
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On becoming aware of an incident, the Chief Warden is to:

v Emergency Tasks

O | Attend the Master Emergency Control Point and take control;

O | Determine nature of emergency and appropriate course of action;

C Q | Call emergency services on 000 — ask for fire, ambulance or police;

Notify Emergency Control Organisation members as appropriate;

*nsure appropriate emergency processes are implemented;

@:Hate immediately if there is danger to persons;
En{Wergency Control Organisation are searching and evacuating their areas;

Advise o uring facilities if necessary;
p 3
Prevent alw from re-entering premises until deemed safe;

- v -
Receive reports @ Area Wardens on areas searched, and record on evacuation log;

Note reports from gency Control Organisation on refusals, injuries or mobility
impairments, taking note tion;

Nominate someone to dirett rgency services to building entrance;

Brief emergency services on arrifal pe, scope & location of incident;
.
Ensure all persons are accounted fo bly area (where possible);

: )
Where large numbers of persons are at %sembly area, assign someone to manage
the assembly area;

Provide first-aid to injured persons whilst waitifig Znergency help;
ven

Notify emergency services immediately of injuries, inor ones;
When advised by emergency services that event comple ése occupants to return

to facility.
2\
W,

Floor or Area Wardens - If an Evacuation is required ( d range)

DDDDDDDDDDDDD&

Implement the emergency procedures for their area;

Ensure that the appropriate emergency service has been notified;

V4
Check the floor or area for any abnormal situation; \y

Commence evacuation if the circumstances warrant this, or if evacuation tones are
sounding;

Search the floor or area to ensure all persons have evacuated;

Ensure an orderly flow of persons into protected areas, e.g. stairwells;

OO0 O |0D|O

Assist persons with mobility impairments;

40

CODE ORANGE



555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd e

(&

=z
c
-
m
©n

Communicate with the Chief Warden using phones or whatever means available and act
on instructions;

Co-opt persons as required to assist a Warden during an emergency;

Confirm that the activities of Wardens have been completed and report this to the Chief
Warden;

Be available for briefing police and other authorised persons during an emergency.

ens - If an Evacuation is required (Code Orange)

v' | Eriergency Tasks
Q igh control of their area in the absence of the nominated Floor or Area Warden;
Operat m unication system(s) in place, for example the WIP (Warden
Q | ntercom /ﬂ Phones);
O | Search the ro(@ea to ensure all people have evacuated;
O | Check that any fire @and smoke doors are properly closed;
O | Close or open other door @ cordance with the emergency response procedures;
O | Ensure orderly flow of peoI @ rotected areas, for example, stairways;
IF SAFE TO DO SO and trained, o‘g g first attack firefighting equipment, for example
Q | fire extinguishers and Fire Hose Re
O | Assist occupants with mobility impairm %
O | Act as leader of groups moving to nominate ﬂbly areas;
O | Report status of required activities to the floor or/fwarden on their completion.
Note: This action is more important than a later physica% of the occupants. A
minimum of two people are required to conduct the fin ck. Report the details
of any persons who are unaccounted for to the Chief W ho will relay the
information to the Emergency Services.
Note: The Floor or Area Warden or a designated person is to report toﬁie]‘ Warden
at the MECP and advise the status of the evacuation for their fl Ioor or

Area Warden shall also render assistance to the Chief Warden such ff olling

all entry to the building.
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15.7 Shelter in Place (No Evacuation)

Shelter in place (no evacuation) is a defensive emergency response option that allows occupants
and visitors to remain inside the facility on the basis that an evacuation to an external-to-
building location might reasonably expose evacuated people to a greater level of danger.

Irrespective of where you are sheltering in place the basic steps remain the same:
(a) Shut and lock all windows and doors;

Turn off all air handling equipment (heating, ventilation, and/or air conditioning, both
supply and exhaust) within your ability to do so;

(c) If a0 sheltering area has been determined or you cannot get to the designated shelter
‘i uals are advised to remain where they are until further instructions become
available;

(d) Use th{%\net or turn on a TV or radio and listen for further instructions;

(e) When the @j announced, open windows and doors, turn on ventilation systems
and go outsid |! the building’s air has been exchanged with the now clean outdoor air.

15.8 R.A.C.E

Whilst each emergency can differ, ACE procedure offers a set of immediate generic
responses which are easily mem O\d appropriate in most circumstances. They are:

R REMOVE O
If safe to do so, remove or any persons in immediate danger.
A ALERT

Alert other occupants. Notify the a%ﬁe Emergency Services. This usually

involves calling the Emergency Number operating the nearest Manual Call

Close doors, and if safe to do so, deal with the thr

Point (Break Glass).
C CONTAIN / CONTROL %
S

E EVACUATE / EXTINGUISH O
Evacuate to the Assembly Area and remain there until advise@ ise by a
person in authority. Extinguish the fire only if trained in the use o% ¢
equipment and it is safe to do so. /O/
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15.9 STAY or GO

B STAY (LOCKDOWN)

Oogﬂ? £ =K

ACTIVE EVACUATION
IN THREAT FULL OR PARTIAL

Lock; out / Escape, Hide, Tell Some or all of us are leaving
/E the facility
Lockdown (Armed In uw Civil Disturbance)

= Alert staff O
=  Secure doors/windows O

= Eliminate the movement of people to duts/

= Direct occupants to seek cover if necessary

= Lock, turn off lights, out of sight @
Shelter In Place (Fire In Adjacent Prope@,}fcod, Storm)

= Alert staff @

= |solate occupants from external environment

= Close doors & windows

Active Armed Offender O
Escape, Hide, Tell O/‘ .

= Looking after your own safety too /O
= Scattered event, Warden team may not be in communication /

= EVERYONE contact emergency services, 000, 112, 106 O
Evacuation — Full or Partial

=  Evacuate the premises
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16. FIRE EMERGENCY PROCEDURES

— CODE RED

If fire or the presence of smoke is noted, take the following action:

(a) Call ZERO ZERO ZERO (000) to notify the Fire Service, activate an alarm initiating device if
installed, and notify the Chief Warden. Commence evacuation of occupants from the

O immediate area.
@ vestigate the source of the fire or smoke and if trained in the use of the fire equipment
it is safe to do so, attempt to fight the fire with the correct fire extinguisher or a Fire

er smoke-filled spaces as smoke is TOXIC.

(c) DO f
Note: IM‘ ecision is made to fight the fire, the person/s doing so must be trained in
th he installed fire equipment and it must be safe to do.

Class C Class D Class (E) Class F

Class & Type of Fire % '

S

Electrically
Energised
Equipment

Wood, Paper, ’ Flammable | Combustible
Plastic Gases Metals

v X

Py
LIMITED LIMITED

/ AB(E) "
X 8@

v
v

LIMITED LIMITED

Cooking Oils

Type of Extinguisher Colours B

Dangerous If used on Flammable

Liquid, energised electrical
x equipment and cooking oils/fats.

Not suitable for outdoor use or large

: Class A fires.

Look carefully at the extinguisher to
3C AB(E) | determine i it s 2 BE or ABE unit.

e
Dangerous if used on energised
S electrical equipment.

ngerous if used on energised

v
/ ‘electrical uipment.
P
o
at c;

Fire Blanke&fe i) il /fat fires

within saucepa n ctive for

extinguishing clotl e.

(ensure you replace aft, el )
. @

Carbon Dioxide
(co2)

Dry Chemical Powder
(ABE/BE)

AR

Wet Chemical

FIRE
Fire Blanket

TaEarE)
x| % % &K %

X
X
X
X
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16.1 Fire Extinguisher Break Down

Safety Pin Operating Handle

Q
@)
PressQ ge

O
%

Carry Handle

Identification

9.0kg ABE POWDER |7 Band
FIRE EXTINGUISHER

Usage Safety JISTAUCTIONS

|f

Director/Nozzle
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16.2 Use of Fire Extinguishers

Pull

Pull the pin (test).

Aim
Aim the nozzle at the
base of the fire.

2Queeze

Squ-eze th- aperating handle
while hc ding '.ose.

o\
SW &E& Y
iy
Sweep the extinguishing agent rom
side to side at the base of the fii-

To use Fire Extinguishers: O/!

(a)  Determine type of fire and exact location. Where possib ep the doorway or path of
escape at your back and have another person back you up, nother fire extinguisher;

(b)  Select right type of extinguisher;
(c) Be sure you know how to use the extinguisher. If in doubt, READ TRUCTIONS;

(d) Remove from bracket and whilst clear of the fire remove the anti-tanfper | and pin and
test the fire extinguisher to ensure it will operate; @‘ .

(e) Proceed to the area of the fire and initially from a distance of no closer than 2/ s
direct the agent in a sweeping motion at the base of the fire. As the fire diminisfie
intensity slowly approach the fire while discharging the fire extinguisher until the ig
extinguished; &

() Keep low to avoid smoke; O

(g) Remember, direct the extinguishing agent at the base of the fire, NOT at the smoke.

Note: Dry Chemical Powder fire extinguishers can be of two distinctly different types.
The powder in an A, B & E rated extinguisher may react adversely with cooking oils
and/or fats.
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16.3 Fire Hose Reel Break Down

Hose Reel

Hose
Guide Arm

Nozzle

Nozzle
Lock
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16.4 Use of Fire Hose Reels

Turn Valve

Turn on stop valve to release nozzle, test nozzle at reel
to ensure working order.

Run Out Hose

Run out hose, be caful to aviod obstacles.

7urn Nozzle

Tu:n 0. water at the nozzle.

Aim

Aim the stream of water at th . bas~ of the fire.

All occupants should know the location and method of@fn of any installed Fire Hose

Reel/s.
Note: If the decision is made to fight the fire, the pers%i so must be trained in
the use of the Fire Hose Reel and it must be safe t ég

To use a Fire Hose Reel:

(@)  Try to remain calm and think. DO NOT panic; j

(b)  Warn everybody in the immediate vicinity and alert the Fire Service O
by Calling ZERO ZERO ZERO (000); /

(c) Advise the Chief Warden; O/
(d) Do not use on electrical fires — REMEMBER water will conduct electricity;

(e) Whenever possible, two people should be used to unroll a hose from the Fire Hose Reel. Q
That is, one to control the nozzle and one to ensure the hose runs off the reel freely and i
not caught around doors or corners;

(f) Before using the Fire Hose Reel, ensure that the water is TURNED ON before proceeding to
the fire. There is a stopcock lever (or tap) at the base of the Fire Hose Reel; (some will not
release the nozzle out until this is done)

(g) Check the water is capable of being turned on and off at the nozzle;

(h) Direct stream at the base of the fire and apply in a sweeping motion.
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16.5 Fire Blanket Break Down

Fire Blankets may be used on fires involving flammable liquids in cooking containers or
containers such as deep fat fryers.

Note: If the decision is made to fight the fire, the person/s doing so must be trained in
the use of the Fire Blanket and it must be safe to do so.

¢
2

o,
78 7R BLANKET

Fire Blan @/
. . 1. Pull down tabs to release 2. Gently cover the vessel
Wit hin / containing the fire compietaly

‘ pu—— with the fire blanket

3 Tum off "« source of heat
4. Leave the fire blanket in place

.
/ = %'\ until cool
4 v d
5. Call the Fire Brg >

6, Seek Medical Advice.

. Warning: THIS BLANKET 'S NO 7 OF ADEQUATE SIZE FOR
F| re B | an ket ADULT CLOTHING #IRF Sq
Warning: NOT FOR ELECTRICA . FIRES

DUspose of this blanket after use.

Case J PULLTABSTORZLEASE §
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16.6 Use of Fire Blankets

Pull Tabs

Pull down on tabs to release blanket.

Cover Flame

Gently cover the vessel containing the fire
completely with the blanket.

7urn Off

Tu.n 0" the source of heat.

Leavs

Leave the fire blanket in place until .ool.

To Use Fire Blankets: GO/

(a) Do not panic. Try to remain calm and think;
(b)  Warn everybody in the immediate vicinity and alert the Fi ice
by Calling ZERO ZERO ZERO (000);

(c) Advise the Chief Warden; @

(d) Pull down tabs to release blanket;

(e) Carefully and slowly cover the burning object with the blanket; O

() Turn off heat source; /\ *

(g) Leave the blanket in place until cool. /O
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v' | Chief Warden - On Becoming Aware of a Fire

Attend Master Emergency Control Point and take control;

Determine nature of emergency and appropriate course of action;

Call emergency services on 000 — ask for fire, ambulance or police;

O0|0|0O

Notify Emergency Control Organisation members as appropriate;

Q
3

Ensure appropriate emergency processes are implemented;

An evacuation is required initiate evacuation procedures; and ensure all lifts are called
the ground floor and secured (if lift keys are available);

ﬁe immediately if there is danger to persons;

Ens%’gency Control Organisation are searching and evacuating their areas;

Advise n'e@;y‘ng facilities if necessary;
-t P
Prevent all pWom re-entering premises until deemed safe;

Receive reports N@Wardens on areas searched, and record on evacuation log;
Note reports from Enferge Control Organisation on refusals, injuries or mobility

impairments, taking note&ation;
N

Nominate someone to directhcy services to building entrance;

Brief emergency services on arrih{y e, scope & location of incident;

Ensure all persons are accounted for S bly area (where possible);

Where large numbers of persons are at th bly area, assign someone to manage
the assembly area;

Organise first-aid to injured persons whilst waiti mergency help;
Y

Notify emergency services immediately of injuries, eve jnor ones;

DDDDDDDDDDDDD&

When advised by emergency services that event completg, e occupants to return

..
>
So
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v' | Area Wardens - On Becoming Aware of a Fire

Implement the emergency procedures for their area;

Ensure that the appropriate emergency service has been notified;

Check the floor or area for any abnormal situation;

Commence evacuation if the circumstances warrant this, or if evacuation tones are
sounding;

O (0|0|0O

:4 Search the floor or area to ensure all persons have evacuated;

sure an orderly flow of persons into protected areas, e.g. stairwells;

ccupants with special needs;

Coméh, te with the Chief Warden using phones or whatever means available and act

on ins ctpi' i;
y 2
Co-opt pe%equired to assist a Warden during an emergency;

v

e@vities of Wardens have been completed and report this to the Chief

Confirm that th
Warden;

I O I I A

Be available for briefing Wnd other authorised persons during an emergency.

"0

Wardens Emergency Task.

Assuming control of their area in the abséncg of the nominated Floor or Area Warden;

Operate the communication system(s) in pIa@ example the WIP (Warden
Intercommunication Phones); l

Search the floor or area to ensure all people have dvacu ed;

Check that any fire doors and smoke doors are properl

. . v
Close or open other doors in accordance with the emergency%wse procedures;

Ensure orderly flow of people into protected areas, for example\,%ays;

IF SAFE TO DO SO and trained, operating first attack firefighting equﬂ)m for example
fire extinguishers and Fire Hose Reels; /‘

%
7

Report status of required activities to the floor or area warden on their completion.\.vcy

Assist occupants with mobility impairments;

Act as leader of groups moving to nominated assembly areas;

O|0|0| O |O|0|0|0| O |OC @S
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17. BUSHFIRES PROCEDURES - CODE RED

17.1 Introduction

When preparing for bushfires and what to do in the event of a bushfire the following must be
considered:

0 You must prepare, and decide, well before a fire occurs, whether to leave early or stay and
Olefend your business; and
= @ere to the following principles:
O E The safest option is always to leave early rather than to stay and defend,;

ot all buildings are defendable in all circumstances and you are advised to
/vdertake an individual assessment of defendability;

uilding is defendable the advice is to leave early;

c

d. The f topography, fire weather and fire intensity on defendability
should red into building assessments;

e. Therisks o ying to defend includes the risk of physical injury and death;

f. Contingencies a ed as the best-made plans may fail;

g. Evenifaplanistos arations to enable leaving should also be made,
including the preparatidn of 2 “relocation” kit specifying the location of
designated community fir

h. There could be psychological of staying to defend a property;

i. Itisinadvisable for unessential staf bers to be present during the defence
of properties;

j. If there are disabled people on site you A/i ed to plan for early relocation.
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17.2 Emergency Alerts

Alerts are issued by emergency services authorities such as fire, emergency services, and police
in each State or Territory. Each State and Territory has people trained in using the system and
they will decide if a telephone alert needs to be issued to a community. It is for use in a range of
emergency situations, including bushfires and other extreme weather events.

Emergency Alerts are sent by emergency services to landline telephones based on the location of
the handset, and to mobile phones, based on the billing address. In the case of an emergency,

may receive a voice message on your landline or a text message on your mobile phone. If
@eceive an Emergency Alert and want more information, follow the instructions in the
mes€age or find your local emergency service at http://www.emergencyalert.gov.au/.

Who st ese alerts? Alerts are issued by emergency services authorities such as fire,
c{eb/

emergen ices, and police in each State or Territory. Each State and Territory has people
trained inu r&

system and they will decide if a telephone alert needs to be issued to a
community.

When warnings a%you need to understand the level of warning. There are three levels,

each increasing in im

0]

1. ADVICE —a fire h§ @. d — general information to keep you up-to-date with
developments.

2. WATCH AND ACT - a fire
taking action now to protect

pproaching you, conditions are changing; you need to start
@ life and your family.

3. EMERGENCY WARNING - you afe in"#mminent danger and need to take action
immediately. You will be impacted& .

While the fire service will do its best to provid iChial warnings, you should not wait to receive
a warning to leave. Bushfires can be threatening li d properties within minutes of starting.
Just because you don’t receive a warning, does not ere isn’t a threat; and do not expect
a fire truck.

You need to remain alert, monitor the outside environmené gns of fire and actively seek
information. Tune into your emergency broadcasters: ABC and ial radio stations, and
SKY News TV, for fire updates and warnings during the fire seaso 5

17.3 Leave Early or Stay and Defend @

facility managers need to prepare their properties so that they can be defende n bushfire

With proper preparation, most buildings can be successfully defended fronthEe. Owners or
threatens. They need to plan to leave early, or plan to stay and defend them.

.

Note: It must be recognised that in certain instances, some buildings, due to(@
construction methods, construction materials, the site they are located o K:r

proximity to high and unmanageable fuel loads, cannot for all practical pur,

be defended against high intensity bushfires. In these circumstances, facility

owners/managers should be encouraged to relocate staff members early if the

intensity of an approaching bushfire is likely to make conditions unsafe. IF YOU

ARE UNSURE CONSULT WITH YOUR LOCAL FIRE SERVICE AS PART OF YOUR PRE-
PLANNING.
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17.4 Fire Danger Rating

& CODE RED

CODE RED :
A fire with a rating of ’catastrophl;

flames will be higher than roof tops.
businesses may be destroyed.

be uncontrollable, unpredictable and fast moving. The
people may be injured and many homes and

During a ‘catastrophic’ fire, well-prepared aQ tructed homes will not be safe. Leaving is the
only option for your survival.

EXTREME GO
4

A fire with an ‘extreme’ rating may be uncontrollable, un ictable and fast moving. The flames
will be higher than roof tops. During an ‘extreme’ fire, people e injured and homes and
businesses may be destroyed.

During an ‘extreme’ fire, well-prepared and well-constructed homé§ot be safe. Leaving is

the only option for your survival.

SEVERE O

A fire with a ‘severe’ rating may be uncontrollable and move quickly, with flar@‘r@y be
higher than roof tops. A ‘severe’ fire may cause injuries and some homes or busine§segfill be
destroyed.

During a fire with a ‘severe’ rating, leaving is the safest option for your survival. Use your Kt@
as a place of safety only if it is well prepared and well-constructed. O
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VERY HIGH

A fire with a ‘very high’ danger rating is a fire that can be difficult to control with flames that
may burn into the tree tops. During a fire of this type some homes and businesses may be
damaged or destroyed.

During a fire with a ‘very high’ danger rating, you should use your home as a place of safety only
if it is well prepared and well-constructed.

()'

G property will be limited
During ith a ‘high” danger rating, you should know where to get more information and

monitor t é:)n for any changes.
LOW-MO

A fire with a ‘low to Jfgste rating can be easily controlled and pose little or no risk to life or

th a ‘high’ danger rating is a fire that can be controlled where loss of life is unlikely and

property.

During a fire with a ‘low to rate’ rating, you should know where to get more information

and monitor the situation for anyyes.

17.5 Bushfire Alert Levels O

Fire Behaviour | Impac*. What Should | Do?
Potential

Fires may be People may dig®oy N If you live in a bushfire prone area
uncontrollable, be injured. e safest option is to leave the night
unpredictable and Thousands of ‘ before, or early in the morning.
D fast moving — flames properties and L%i the safest option for your
will be higher than businesses may be su your business is in a
Ll roof tops. Thousands destroyed. Well bushfir e area — finalise your
Q: of embers will be prepared, well options f@r ation. Activate your
blown around. Spot constructed and Bushfire Sur@ﬂan — Now. Prepare
Ll fires will start, move well defended to leave — che Fire Ready Kit.
Q quickly and come buildings may not Monitor the wea @ nd fire
O from many directions, | be safe during the situation in any way @ﬂ: through
20km or more ahead fire. fire service website, A cal
U of the fire. 56 7 SpEE: 8 i radio, TV and newspapers. /
truck.
04
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IMINUT

Fires may be
uncontrollable,
unpredictable and
fast moving — flames
will be higher than
roof tops. Thousands
of embers will be
blown around. Spot
fires will start, will
move quickly and
come from many
directions, up to 6km
ahead of the fire.

People may die and
be injured.
Hundreds of
properties and
businesses may be
destroyed. Only
well prepared, well
constructed and
actively defended
buildings are likely
to offer safety
during a fire

Do not expect a fire
truck.

The safest option is to leave early in
the day if your building is in a
bushfire prone area and your Bushfire
Survival Plan is to leave. Only stay if
your property is well prepared, well
constructed and you can actively
defend it.

Activate your Bushfire Survival Plan —
Now. Prepare for the emotional,
mental and physical impact of
defending your property — if in doubt,
leave. Monitor the weather and fire
situation in any way you can: through
fire service website, ABC or local
radio, TV and newspapers.

Fire§ m
uncont@e and
move qu c@

may be hig g
roof tops Exp
embers to be blow
around Spot fires m
occur up to 4km
ahead of the fire.

flames

There is a chance
people may die and
be injured. Some
properties and
businesses may be
estroyed Well
epared and
ly defended
s can offer
ing a fire

bild
safe

Ccha fire

%

¢

Do not &x
truck.

The safest option is to leave early in
the day if your building is in a
bushfire prone area and your Bushfire
Survival Plan is to leave. Only stay if
your property is well prepared and
you can actively defend it.

Prepare for the emotional, mental
and physical impact of defending your
property — if in doubt, leave. Only
stay if your property is well prepared
and you can actively defend it. Check
your Bushfire Survival Plan — Now.
Monitor the weather and fire

Xtuation in any way you can: through

fire service website, ABC or local
igy TV and newspapers.

VERY HIGH

Fires can be difficult
to control — flames
may burn into the
tree tops. Embers
may be blown ahead
of the fire. Spot fires
may occur up to 2km
ahead of the fire.

There is a low
chance people may
die or be injured.
Some properties
and businesses may
be damaged or
destroyed. Well
prepared and
actively defended
buildings can offer
safety during a fire.

ilding is in a bushfire prone

Bushfire Survival Plan is

est option is to leave
f the day.

to leave,
at the begindin

If your building ushfire prone
area and you plah e r&;ofinalise
your options and eva u% ur staff
early on the day. Only st& i:ﬁ/
property is well prepared a can
actively defend it. Check your

Bushfire Survival Plan — Now. Mo @
the weather and fire situation in any
way you can: through fire service

website, ABC or local radio, TV and
newspapers.
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Fires can be Loss of life is highly | Check your Bushfire Survival Plan.
controlled. Embers unlikely and

may be blown ahead damage to property
of the fire. Spot fires will be limited. Well
can occur close to the | prepared and

main fire. actively defended
buildings can offer
safety during a fire.

Make sure your staff members and
property are well prepared for the
risk of bushfire. Review and practie
your bushfire plan for different
scenarios. Know where to get more
information — fire service website.

Fires can be easily There is little to no | Check your Bushfire Survival Plan.
el Ee, SLSER G e Make sure your staff members and
property.

property are well prepared for the
risk of bushfire. Review and practice
your bushfire plan for different

/ scenarios. Know where to get more
/O information — fire service website.

17.6 Bushfire Survival

Once the plan is completed, it is importdnt t you practice and review your plan regularly. This
will mean that if you need to activate your glangin a real bushfire, you will have already gone
through the process and be able to respon riately. You MUST have pre-planned where
you will go in the event that you decide to leavedarly (it must be a safe place such as a
designated community fire refuge — consult with al Fire Service if you are unsure of what

would be a safe location). ?
With proper preparation, most buildings can be successf ﬁfended from bushfire. People

need to prepare their properties so that they can be defended n bushfire threatens. They
need to plan to leave early, or plan to stay and defend them.

Note: It must be recognised that in certain instances, somé b jngs, due to their
construction methods, construction materials, the site t re located in or their
proximity to high and unmanageable fuel loads, cannotfor@actica/ purposes
be defended against high intensity bushfires. In these circums€ances, building
owners or their facility managers should be encouraged to relorly if the
intensity of an approaching bushfire is likely to make conditions u w You
ARE UNSURE CONSULT WITH YOUR LOCAL FIRE SERVICE AS PART OF YJ

E-
PLANNING. / j /

The ‘Stay and Defend’ option draws on three principal conclusions from research:

=  Buildings are ‘more likely to survive’ if someone is there to protect them (noting that fire O
agencies cannot attend every property).

=  Most buildings lost in bushfires ignite from small fires caused by sparks and embers and, by
extinguishing those ignitions, adequately skilled and equipped staff members can save a
building that would otherwise be lost in a fire.

= The most important aspect of preparation is the creation and maintenance of a ‘defendable
space’ within which a property can be defended against embers and radiant heat.
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FOLLOW THESE STEPS

1. Identify the Fire Danger Rating

Identify and use the Fire Danger Rating for the day to guide which plan to activate.

2. Activate your Bushfire Survival Plan

Activate your plan that is relevant to the Fire Danger Rating. The Chief Warden must take
C, rge and lead the Emergency Control Organisation (ECO) and your staff members through

? rocess by communicating clearly what needs to be done. Make sure you know who is
o@vhat and when.

N
(Ppepare yourselves
vey

u&ﬂval kit and put on personal protective clothing.

4, Preﬁa@Z/Lave early

Pack your relocation d relocate to a safer place. Make sure you have plenty of time to

3.
Retrie

leave and do not retur is safe to do so.
OR
1. Prepare to Stay ag@fend
Ensure staff members have the necess uipment ready and are mentally prepared to
actively defend. O‘
R/
17.7 Bushfires — Knowledge of the ri our environment

rural area to be at risk of bushfire. Suburban businesses’ and p rties can also be destroyed by

Most Australians will face some level of bushfire risk each simmegr. You don’t have to live in a
bushfires. é

Bushfires occur in many areas of Australia. This includes where urba meet the bush, in
urban areas where buildings have grassland or bush around them and and remote areas.
Understanding the environment in which you live, and the associated risk@, is the first step in
minimising your risk from a bushfire.

Take a look around your local area and to determine what the types of plants e
surround you. This will determine if you’'re likely to be affected by bushfire.

The amount and type of vegetation around your area, along with local terrain includianud
valleys, may affect the intensity of a bushfire.

The type of vegetation around your facility will influence bushfire behaviour. A bushfire in a Q
forest will be very hot yet may not move quickly, while a fire in grassland may be less intense bu

will burn very quickly. Bushfires in coastal scrub burn very hot yet do not move as fast as a grass

fire.

While all these bushfires may burn differently, they all have the potential to claim lives and
destroy property.
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Weather conditions such as extreme heat, gusting winds and low rainfall dramatically increase
the level of bushfire risk. Prolonged drought dries vegetation making it easier to burn. The
combination of drought with hot, dry and windy day’s means bushfires can quickly become
uncontrollable, placing life at risk.

As well as vegetation, population density and vehicle access contribute to your level of risk.

If your facility is in a suburb or town that is densely populated it may be more difficult to leave
the area once alerted to a bushfire. Poor road access, such as narrow streets, may make it
ifficult for firefighting vehicles to manoeuvre through the streets. It may also make it difficult
Qeople to leave an area safely once they know there is a bushfire in the area.

sinesses’ on the outskirts of metropolitan and regional cities are surrounded by
rassland, bush or forest. In most instances, these fringe urban areas are a
comb| f urban and semi-rural or bushland environments. These areas can be heavily,
moderate@s rsely vegetated with scrub, forest and grass, which create the risk of an

extremely d s bushfire.

There is substantl k @f ember attack, which is burning bits of twigs, leaves and debris landing
around buildings an %ng fires. If buildings are close together there is the added potential for
structure-to-structure*i read. Buildings are at risk from ember attack even if a forest is
several kilometers away.

17.8 Bushfire Knowled mmary
Understand the environment in whix@ur facility is located. If your facility is near bush,
grassland or the coast it may be at ris bushfire.

Remember your facility does not have to b@ bush to be at risk of bushfire. Suburban areas
are at risk as well. Several factors influence t i f bushfire in your area including vegetation,
weather, population and vehicle access. The typ€ o etation around you will affect your
bushfire risk. é

Bushfires in grass will burn and spread quickly, howev w':zless intense. Bushfires in a forest
ns

will burn slower than in grass however they will be more | e
The drier and taller the grass is the higher the bushfire risk. Th the undergrowth in a
forest and more difficult it is to see through the more intense a bUs will be

Consider the environment around your facility and the vegetation th @ounds it.

17.9 How Bushfires Spread

A bushfire spreads in three ways: 0/‘ .
=  Burning embers — when embers land on fine fuels they can start small fires. If ey@
2

unchecked, these fires smoulder, grow and spread. Sometimes this creates many
fires ahead of the main fire.

= Radiant heat — sufficient radiant heat can heat fuels in front of the fire until they ignite a
then continue to burn.

=  Direct flame contact — flames move forward and continue to ignite dry fuels ahead of the
fire.

Ember attack is one of the main ways buildings are set alight during bushfires. Ember attack
occurs when small burning twigs and leaves carried by the wind land on a building. It can happen
during all stages of a bushfire: before, during and after the fire front passes. Places where debris
accumulates, such as in gutters, are a good indicator of where embers may land and start fires. If
left unchecked, the fires can destroy buildings.
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The heat that radiates from a bushfire is very intense. Radiant heat can ignite exposed surfaces
without direct flame or even ember contact. Radiant heat can crack or break windows, allowing
embers to enter a building.

= Plastics used as wall cladding can be distorted badly or melted to expose timber framing.

=  Radiant heat is extremely dangerous to people if they are unprotected by a building or
shelter.

adiant heat the building is subjected to. If the distance from the fire is doubled, the radiant

:The distance between the fire and a building will determine how much direct flame contact and
abload on the building can be reduced up to four times.

Thef{chahce of direct flame contacting a building is increased when winds bend the flames closer
towar ground. The length of time that direct flame contact and or radiant heat lasts
depend much fuel there is to burn and how quickly this burns. You can greatly reduce
radiant hea irect flame contact to your building by carefully managing the vegetation
around your i

By managing the around your facility you can create some space around the
building/s that will r shfire intensity. This is known as defendable space. Creating such a
space limits the ability ing fire to spread directly to your facility through flame contact
or radiant heat. &

As a general rule you may need ore defendable space if there is dense forest all around
you. However, if you are surroun Qrass or manicured gardens you will need less.
o

This needs to be considered for up t c,atres around your facility. However, there is a critical
10 metre space around buildings. This is n as the inner zone.

17.10 General Guidance

Create a space around buildings by having a 10 met@i (inner zone) with:

= Grass no higher than 10 centimetres;

= No plant-based mulch or leaf litter more than one centimetge deep;

=  No shrubs next to or below windows. In many bushfires, bur rubs that are up against a
building have cracked windows and allowed embers to enter th€ bgilding;

=  No shrubs over one metre;

= No overhanging tree branches. ;

Further out from the 10 metres to your property boundary, or where possible the

vegetation up to 100 metres so that only half the area has shrub coverage and gra Y

short. Severe fires are less likely to occur without fine fuels, ladder fuels and shrubs

them and there are breaks between clumps of vegetation. This makes it more difficult f %‘ire
to move from one area to another and reduces the fire intensity. @
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Some government bodies give facility owners the right to:

= Remove, destroy or lop any vegetation within 10 metres of a building used for
accommodation;

= Remove, destroy or lop any vegetation, except for trees (ie. ground fuel), within 30 metres of
a building used for accommodation;

= Remove, destroy or lop any vegetation for a combined maximum width of four metres either
: side of boundary fences. You need to have prior written permission from the landowner.

9 e bushfire season there is maintenance activities that will help keep you fire ready:

" @aves out of gutters;

= (Clear€cc ated leaf litter and other fine fuels from around the building. On days of strong
winds y *@otice where leaf litter accumulates around the building/s. This is where
embers wilfla

uring a bushfire;
=  Remove flamma jems from around the building/s, such as paper, boxes and crates;

=  LPG cylinders have @zjipe that should be faced away from the building;

=  Move woodpiles away the building;

= Store fuel supplies and chemway from the building.

17.11 Remember

It must be recognised that in certain instan? me buildings, due to their construction
methods, construction materials, the site th ellocated on or their proximity to high and
unmanageable fuel loads, cannot for all practica¥#p ses be defended against high intensity
bushfires. In these circumstances, building owners ir facility managers should relocate
early if the intensity of an approaching bushfire is lik ake conditions unsafe. IF YOU ARE
UNSURE CONSULT WITH YOUR LOCAL FIRE SERVICE AS P YOUR PRE-PLANNING.

WEB SITES @

Bureau of Meteorology www.bom.gov.au @
Victoria 0
MFB www.mfb.vic.gov.au 0
b *

CFA www.cfa.vic.gov.au

SES WWW.ses.vic.gov.au O/
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18. MEDICAL EMERGENCY PROCEDURES -

CODE BLUE

For all MEDICAL/FIRST AID related incidents or emergencies call ZERO ZERO ZERO (000).

IN THE EVENT OF A SUSPECTED CARDIAC ARREST OR IF THERE IS A NEED FOR URGENT MEDICAL
ASSISTANCE:

IN CALM: Do not panic.

1 asic Life Support

heck for DANGER. Ensure the area is safe for yourself, others and the patient.
R é&k for RESPONSE — ask name — squeeze shoulders.

S Se / P. Call ZERO ZERO ZERO (000) for an ambulance or ask another person

to ma all.

A AIRWAY. ?‘th if foreign material present. Clear airway with fingers.
RE THWot breathing — start CPR. Normal breathing - place in

Check for B
recovery position

Q‘or breathing.
C Start CPR. Give 30 che C‘ressions (almost 2 compressions / second) followed
by 2 breaths.

D Attach Automated External DQ ATOR (AED) if available and follow its
prompts.

Note: DO NOT stop CPR when applying pad@ inue Cardio Pulmonary Resuscitation
(CPR) until qualified personnel arrive or éa ife return.

threatening situation. Provide support and appr te gssistance until emergency

Note: Never leave patient alone. Do not move patiént uz‘ess exposed to a life-
help arrives.

18.2 Raise Alarm @

Call for help — CALL ZERO ZERO ZERO (000) and ask for the Ambulance Ser@

Advise your location, patient’s age/sex, symptoms & signs, any prior medical il s

medication (see questions below). /)0

>
S

63

CODE BLUE



555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 ﬁ 5
MINUT

555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd e

18.3 Information That May Be Required for The Ambulance Service

1. YOUR LOCATION:

a. Number Street name and suburb; and

b. Nearest cross street, access point; and

c. Street Directory map number and reference.

O 2. What is your contact number? (extension or mobile)
What is the medical problem?

O a. description of complaint (short breath / sweating / where & what type of pain)
4. Q d is he / she? (approximate age if not sure)
5. Agfﬁnscious? (YES OR NO)

6. Are théy I@hi g? (YES OR NO)
18.4 Automati%rnal Defibrillator (AED)

SAFETY
= DO NOT operate an AED i unge effects of ALCOHOL or DRUGS.

= DO NOT use on children belo @s or under 40 kg unless using paediatric (child)

electrode pads. Q
= DO NOT use on conductive surfaces aspwater, fluids or metal.
= DO NOT touch the patient when shock thedapytis being delivered.

= DO NOT use in an explosive environment, e.g. @1 enriched, gaseous or fume
environment.

Note: AEDs are NOT to be used on children underQ r of age.

If the AED indicates that a shock is required, make sure that ev ne is “CLEAR” of the patient.
Tell everyone assisting you to stay clear of the patient and ensur, ou are clear of the
patient as well. When everyone is clear of the patient press the shaCk putton on the AED. (Fully
automatic AED will shock the patient automatically and will give an a @warning prior to

delivering the shock)
L,

py
2
So
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m
()

18.5 Step by Step Use of an AED

The AED will guide you through the entire process until help has arrived. Follow the visual and
voice prompts of the AED.

1.  Call ZERO ZERO ZERO (000).

If you see someone collapse, immediately call ZERO ZERO ZERO (000) and get the paramedics on-

route. If there are other people there, nominate someone specific to call ZERO ZERO ZERO (000)
explain the situation. This decreases confusion about who should do what and ensures that
mergency call is made.

2. eck the patient's airway and breathing.

If someon@ collapsed, you should immediately determine whether they are breathing. If the
patient is br: 2, you know that they have a pulse. If the patient is not breathing, check that
the airway is Ctg@r.Lnce the patient’s airway has been checked and cleared, check for breathing.
If the patient is ‘@ ing commence CPR.

3. Locate a

If there is an AED nearby as@@tander to take over CPR while you apply the AED chest
electrode pads to the patient?Uninterrupted CPR is an important factor in increasing the
recovery rate of a person who su& cardiac arrest. Always ensure that someone is providing
CPR for the patient unless the AED ne is actively analysing or shocking the patient.

4. Turn on the AED. O

Follow the visual & voice prompts of the AE
5. Attach the electrode pads to atient’s bare chest.
(Expose the patient’s bare ches bther male or female)

First ensure that the adhesive AED pads are attached to a le which is plugged into the AED
machine. Once this has been done bare the patient's chest (incldding a female) and attach the
adhesive AED pads in the appropriate locations. The AED should j a diagram (generally on
the adhesive pads themselves) indicating where each pad goes. Sowfe AEDs uses a one-piece
chest pad that makes placement easy.

6. Always follow the instructions of the AED. O

Note: CPR should not be interrupted while the adhesive electrode padeing applied.

/\ .
First Aid /
Refer to Code of Practice “First Aid in the Workplace” in each jurisdiction for establish%aid

practices. @
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19. BOMB, IMPROVISED EXPLOSIVE DEVICES
OR SUBSTANCE THREAT PROCEDURES -

CODE PURPLE

19.1 Threat Overview

b threats are usually a form of communication, written or verbal, delivered by electronic
iFAX, Web Chat, SMS etc), oral (telephone, tape recording), or other medium (letter)
arefrequently used to disrupt business or cause alarm. These procedures are designed to
help pé @ espond to and deal with a threat in accordance with current directions provided by
the Austr@e eral Police and Australian Standard 3745-2010.

These proce d?'e designed to help you assess the level of the threat and, on the information
available, deci

i , i course of action.
The following poin e an overview of the initial actions to take when a threat is received.

19.2 Telephone '@at Procedures

Any person receiving a telegthreat should observe the following:

(a) Keep calm. If possible attr attention of a fellow worker or Raise the F5M Threat
Check list and attract the atte of a fellow worker. The display of the form should
immediately alert to the nature o@ hone call;

(b) Keep the caller on the line as long asél le to gather information, do not hang up;

(c) Use the threat check list provided. The st can be used as evidence against the

perpetrator of the threat in any subsequen @oroceedings.

(d) Obtain as much detail as possible about the bo its location;

(e) Listen carefully for any background noises, speech nnerisms, accents or other details

that might give a clue to the age, sex, identity and locati f the caller;
(f) DO NOT discuss the call with other occupants in order to i distress; be discreet
with the information and take direction from Chief Warden or ager;

(g) Immediately after the threat, contact your immediate supervisor, ief Warden and
notify the Police;

(h) Complete the threat report form (reverse of check list) and hand it to t)@ Warden or,
in their absence, the Police when they arrive.

19.3 Written Threat 0{(

Once it has been confirmed that a message is a bomb threat, the message and envelope or i
container should be placed in a paper envelope or paper folder for further examination by O
Police/Forensics. Do not photocopy the letter or note.
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19.4 Threat Received by Email

It is possible that a threat may be received as an email. In this event evidence is still available
within the software. To preserve the evidence:

(a) Save an electronic copy of the email and any attachments;

(b) Print a hard copy of the email for referencing the details of the threat;
:(c) Notify the Chief Warden and the Police.

Threat Evaluation

Foll@ he receipt of a threat the Chief Warden must consider the level of threat and decide
on the riate action, using the threat report, results of searches by the Emergency Control
Organisat@v information obtained from building occupants and the Police. The threat may
be assessed }

= NON-SPECIFI T. For example, a call made by a child and/or with childish laughter in
background or reflittle detail is received.

=  SPECIFIC THREAT. F@ample, a call made in a calm deliberate manner where greater detail
regarding timing, locati ype of device is given.

To help determine the level of th m a suspect item found during a search, consideration
must be given to:

=  Calling Triple Zero (000); O = |s it typical of all other items in the

. . area;
=  Whether the item was hidden; O

= Has there been a report of unauthorised
persons being on site;

@Is there evidence of forced entry?

= |s it obviously a device;

= |sitsimilar to the original threat
description;

19.6 Assembly Area /

The designated safe assembly area is to be well away from the , out of line-of-sight and
well clear of windows. The evacuation Assembly Areas should b séed by Wardens
nominated by the Chief Warden. The Wardens used for this search s e from an area away
from the threat. The designated safe assembly area is to be well away &b e building, out of
line-of-sight and well clear of windows. For biological threats evacuate u@ and upslope of
the building. A minimum distance of 150 meters is recommended. More det i%vacuation

distances are given in the next section. 2 o

Divide the room into sections, for example halves or quarters. Search teams should: /

(a) Listen for any unusual sounds; GO
(b)

Conduct a passive search only (that is, look without touching);

19.7 Detailed Room Search

(c) Operate with one team progressing clockwise and one team anti-clockwise, checking the
area as follows:

— Floor to waist level;
— Waist level to head level;
— Head level to ceiling.

(d) Mark the area as clear, using chalk marks, Post-It labels, etc.
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19.8 Bomb Threat Strategy Flow Chart

THREAT
RECEIVED
POLICE
NOTIFY ﬂ
CHIEF WARDEN 000
I EMERGENCY
O OPTIONS
IMMEDIATE ~ /2pe. PARTIAL SEARCH AND IF DISREGARD
EVACUATION by EVACUATION REQUIRED EVACUATION THREAT
8 WARDENS SEARCH EMERGENCY EXITS
ya%
\J
REM OU ARE LOOKING FOR SOMETHING THAT DOES NOT
ONG - IT IS A VISUAL SEARCH ONLY
A
IF YOU FIND IF YOU DO NOT FIND
WARDENS TO SEARCH SOMETHING SUSPICI SOMETHING SUSPICIOUS
1. EXITS | |
2. COMMON AREA
3. RECEPTION AREAS CHIEF WARDEN
4. TOILETS DONOTTOUCHIT AKES DECISION
5. UTILITY CABINETS
6. BUILDING PERIMETER
EVACUATE :k'
URIEARER ACUA NO EVACUATION
ODE ORA REQUIRED
NOTIFY CHIEF
WARDEN

CHIEF WARDEN TO Oﬁ *

DISPATCH WARDENS TO

SEARCH ASSEMBLY AREAS /0/
WARDEN REPORT TO THE @
ASSEMBLY AREA WHEN O

THEIR AREA IS CLEAR

DO NOT LEAVE THE RESUME NORMAL
ASSEMBLY AREA, WAIT DUTIES
FOR THE “ALL CLEAR” BY
THE CHIEF WARDEN OR
EMERGENCY SERVICES
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m
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19.9 Sample of First 5 Minutes Bomb Threat Checklist

ﬁrsts GENERAL QUESTIONS TO ASK
M

HNCEES 1 Whatis the threat? BOMB CHEMICAL
THREAT CHECK LIST (] sioLOGICAL RADIOLOGICAL
KEEP CALM. DON'T HANG UP. 2. Whanisthebomb gongtoeiode?

n will th | 7
WRITE DOWN EXACT WORDING OF THREAT Vhen Wil e subetance Deretaesea?” o« o o -

3. What type of bomb is it?

or
What type of substance is it?
Is the substance LIiQuID POWDER
GAS JETHER: oo muss s
4. How large is the bomb?
or

How much of the substance is there?

5. Where did you put it?

. What does it look like?

. When did you put it there?

. How will the bomb explode?
or
How will the substance be released? e

9. Did you put it there?

=R T = 5

10. Why did you put it there?

11. What is your name?

Report call immediately to your Chief Warde!
Telephone number: 13. What is your address?

12. Where are you?

THREAT DETAILS

BACKGROUND NOISES

Strestnoises:  YES NO House noises:  YES NO

Aircraft: YES NO Local Call: YES NO Retent

Voices: YES NO Long distance: YES NO .

Music: ves [ no[] sl ves [] NO Any impediments fSoggify):

Machinery: YES NO Voice (loud, soft, et

Other: Speech (fast, slow, etc)d

OTHER CHARACTERISTICS Diction {clear, muffled):

Sexofcalle:  MALE EEMALE Manner (calm, emotional, etc):
Estimated Age: Did you recognise the voice? ,

Was the caller familiar with the area?

CALL TAKEN If so, who do you think it was?
Date: / / Time:

Duration of call: THREAT LANGUAGE

Number called: Well spoken: |
Incoherent: YES NO []
PERSON WHO RECEIVED CALL Irrational: YES NO [ ]
Nama {Beint Taped: YES NO
e (Print): 1
o " Message read by caller: YES NO
Telephone Number: Abusive: YES NO
Signature: Other:

Hand completed card to chief warden or police Please complete back page

*NOTE: this checklist provided as an example only, useable versions can be obtained through your
F5M client services consultant.
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20. EARTHQUAKES PROCEDURES

— CODE BROWN

20.1 Personal Safety Guidelines

m buildings. However, if you are in a building when the earthquake strikes, you should NOT
pt to run from the building. Outside the building you may be met with falling debris and
Ones. It is safer for you to remain in the building. Expect aftershocks.

p

Indo@

(a) TryO%’n calm and stay inside until the shaking stops;

(b) Move a\AZy‘ windows, outside walls, and anything that could fall;

(c) Restrict ym%ents to a few steps to a nearby structurally safe place such as a set of
fire stairs;

(d) If possible, take covlealling debris next to a desk or substantial table or move to an
internal corner of aro orj' a doorway, sit down and crouch and protect your face and

:Earthquakes strike without warning. Generally, the SAFEST PLACE to be is in the OPEN — away

head with your arms;
(e) DO NOT use lifts or escalatorso
(f) DO NOT use matches, candles or &d flame in case of broken gas lines;

(g8) Only use telephones in an emergency expect an immediate response from the

Emergency Services);

clothing. Tap on a pipe or wall so rescuers can . Shout only as a last resort as

(h) If trapped do not move about or kick up dust, our mouth with a handkerchief or
(’ats
shouting can cause you to inhale hazardous quanti of dust.

REMEMBER — DO NOT ATTEMPT TO RUN FR BUILDING

Outdoors @

(a) Stay outside until the shaking stops;
(b) Keep well clear of buildings and other structures, power lines, trees an%les;

/\0

(d) If in a vehicle, stop in an open area and listen to your car radio for emergency aZ{s.

o4

(c) Keep off roadways, footpaths and do not stand under shop awnings;

Once the tremor has stopped, look around for injured persons and reassure others in you
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Stand by to record reports from each Floor or Area Warden;

Direct Wardens, where available, to inspect all public areas and report back any
structural damage, hazard or injured personnel;

As a precaution against possible broken or fractured lines it may also be necessary to
isolate electrical and plumbing services; and

occupants to remain where they are until the immediate danger is over. Conditions
’)utside could be worse than inside.

6/5 Unless conditions otherwise dictate Floor or Area Wardens should be advised to direct

v'  Floor cr Area Wardens and Wardens

When the earthgiake siops Wardens should direct all occupants to remain in their present
safe refuge points= t/ey have carried out a safety check. Wardens should then inspect
their area and repor ir Floor or Area Warden, who will then report to the Chief Warden,
on the following: @

O | Any injuries; their aneverity and who is giving first aid;

Any hazards such as falle% osed electrical wires, precariously balanced material
such as hanging ceilings, b&afns, ;

tc
Any unfamiliar odours; and Ol

The condition of any stairway as fa% can see from their level; and
If considered safe to do so, Floor or Ar a@dens will direct occupants to assemble in

safe areas, as close as possible to the Eme Exits and await further instructions.

O (00 O
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21. CIVIL DISTURBANCE PROCEDURES

— CODE BROWN

21.1 Causes

Industrial unrest, emotional international situations or unpopular political decisions may lead to
O.lblic demonstrations that could threaten the security of a building.
{2-Responsibility

The @ rden should coordinate the response to an incident until the arrival of the Police, to
whom t

é}k provide as much assistance as required.
21.3 Actidp”

gfn is aware of civil disorder occurring inside or in the vicinity of the
"% should be taken:

Chief Warden’s Actions

As soon as the Chi
building, the followin

Notify the Police and req @ sistance (call ZERO ZERO ZERO (000) and ask for the

Police Operator);

Notify supervisors; OI

Restrict entry to the building; Secure. e;

Confine the presence of demonstrators ground floor;

Restrict contact between demonstrators an’(@ding occupants;

Alert other members of the ECO; P 4

Offices should be locked. Cash, valuables and filesvﬁ)ul
and curtains should be closed, and staff directed not t

be secured. Windows, blinds
ate,the demonstrators; and

O 0O |OD0|0j0|0O| O

The Chief Warden should promote an air of confidence and

72

CODE BROWN



555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 5
555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd i

22. SEVERE STORM - CODE BROWN

22.1 Introduction

There is technology to predict most extreme weather conditions. This means we can prepare for
the majority for situations. This specific procedure is for situations where pre-warning has been

received.

c ere storm is a local event that encompasses destructive winds and/or heavy rain and hail
a ome cases severe lightning. The effects of a severe storm are principally facility damage
and(the’disruption of the primary facility services. However, there is also risk to an occupant’s
health fety due to the physical effects of high wind, hail and lightning.

22.2 ifts - Immediately before a storm hits

Close up all vents@?nings in the top of the lift shaft to prevent water from getting into the
lift shaft.

2. Make sure no on@ft in the building who would need the lifts for egress.

3. If lifts are enclosed a t exposed to the elements, run each car to a stop near the
centre of travel

4. If lifts are exposed to the e , run your lifts to the floor below the top floor.

6. In machine room, turn elevator elec onnect switches to off. There is one switch for
each lift; it’s usually located adjacent t achine room door.

22.3 Use of Lifts - During a storm @

5. Shut down the lift with keyed swi h‘&dpark it with doors closed.
iC

Never use lifts during a severe storm, even if your buildin fan emergency power generator.
Ci

Rising water or wind-driven water can cause electrical sho rcwits that could disable a lift and
lead to entrapments. @

22.4 Use of Lifts - After the storm

Before power is restored to your lifts, a competent person must inspec@ chine room for
water on the floor or the control panels. Also check the pit area for water dagfage. If water is
found in these areas, call your lift service company for an inspection before you rate the

equipment. /‘

.
Be sure to open any vents or openings at the top of the shaft if you sealed them just% the

So
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22.5 Severe Storm - WARNING

Employee’s Action - Severe Storm - Warning

Where there is a possibility that the building may be exposed to a severe storm employees
should take the following action:

v’  Employee’s Actions

Immediately advise their supervisor or Warden who will notify the Chief Warden;

/C Yemain in the area as directed by the Chief Warden unless it is unsafe to do so as
ing may expose them to possible risk. If individual employees do depart it may also

difficulties in accounting for them;
L . . . . L

0 Folld directions of Wardens if there is a need to relocate within or evacuate the
buildi .

o If shelter / required move to the designated floor or such other location as
directed; an /

0 Remain at the Qf edylocation and follow the directions of the Chief Warden until
the danger has pass @

Chief Warden Action - Sev@ Storm - Warning

The Chief Warden shall take the foIIowirQ on if the facility is threatened by the potential of a
severe storm:

o gf (BB weather site and check the
warnings. Maintain a regular watch of the warning€s; R

O | Report the expected incident to the building Facility M er;

A Ensure that torches are available;
Consult with Supervisors to arrange measures to be impleme( mitigate the effects

O | of a storm by securing external fixtures and fittings; and prepar ve occupants to
safe areas within the building which are away from windows; and

o Ensure any person who advises of or is observed with any sign of distr@laced in
the care of appropriate paramedical personnel.

/‘I N
/O/
So
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Facility Manager Action - Severe Storm - Warning

The Facility Manager shall take the following action:

v’ Facility Manager’s Actions

O | Ensure that the Chief Warden has performed the nominated tasks;

c O | Action any task not yet performed by the Chief Warden;

/ Ensure any person who advises of or is observed with any ill effects is placed in the care
4 of appropriate paramedical personnel;

dertake a situation analysis to determine if the building has any potential
rability to the impending storm;

a |cl sgmxbuilding if the threatened storm could cause harm to life safety;

o Pay s;( tention to securing/protecting critical elements that will impact upon the
immediat @ cy>‘nallty of the building;
0 Consider the( ial use of portable/temporary equipment to replace failed facility

utilities/service
O | Advise occupants oi@n-going situation.

Organise contractors to be on stan; conduct repairs to any failed service, facility access,
structural defect or structural protec t is critical to the safety or security of occupants and

the immediate functionality of the facili :
22.6 Severe Storm - IMPACT

Employee Action - Severe Storm - Im@:

When a severe storm impacts on the building employees ghotitd take the follow action:

Employee’s Actions

Remain calm and advise their immediate supervisor or Warde ny injuries or
situations that could affect the safety of other employees or m

s of the public;
Move away from windows and outside walls; }

Take cover from debris, move to an internal corner of a room, sit dow@nrotect
both the face and head; .

Refrain from using the telephone, unless for serious injury; and

y i
7
DO NOT leave their area unless it is unsafe to remain. ,/

o0 O 0| O

)
v

o4
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Chief Warden Action - Severe Storm - Impact

The Chief Warden shall take the following action when a flood or severe storm impacts on the
building:

v'  Chief Warden’s Actions

O | Report the incident to the Facility Manager;

Ensure that employees and visitors have been relocated from those parts of the building
that could be subjected to storm impact to a safe area within the building;

/

nstruct employees to turn off electrical equipment that could be effected by power

e storm has passed evaluate the need to evacuate the building; and, if necessary
ent on the evaluation, commence a partial or full evacuation of the building;

A Z
Ensure @n ployee or visitor who advises of or is observed with any sign of distress is
placed in rf appropriate paramedical personnel; and

v
O | Follow the dirm of and assist the Emergency Services upon their arrival.
-

Facility Manager Actlonyvere Storm - Impact

The Facility Manager shall take the f

building:

ing action when a severe storm has impacted on the

Facility Manager’s Actions

Ensure that the Chief Warden has performgt e nominated tasks;

O | Action any task not yet performed by the ChkMen;

0 Ensure any person who advises of or is observegwfny ill effects is placed in the care
of appropriate paramedical personnel; Yi

o Liaise with the facility security provider to secure the f‘%soon as it is
safe to do so;

O | Advise occupants of the situation; /

O | Audit the facility to identify any damage resultant from the stoPﬁlP,A

0 Seek professional advice on any structural or facility system eIemevnﬁher a visual
inspection cannot determine the safety, security or functionality;

o Set up an incident control centre within the building or near to the buﬁdin S/‘
necessary;

U | Advise occupants of ongoing developments; i //‘

O | Organise contractors to clean up and remove rubbish; M

0 Organise contractors to conduct interim repairs to any damage that is critical to the -
safety or security of Tenants and the immediate functionality of the building;

o Determine when it is safe to re-occupy the building and advise all occupants of this
decision;
Assess the permanent facility repair priority; and
Arrange for contractors to carry out permanent repairs to the building and
clean up the site.
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22.7 Media Emergency Warnings

Bureau of Meteorology www.bom.gov.au

Victoria

For Warnings:

132500
? WWWw.ses.vic.gov.au
rgency www.emergency.vic.gov.au/respond

VIC En@ Ey Hotline 1800 226 226
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23. FLOODING - CODE BROWN

23.1 Introduction

Natural disasters can occur without warning but we have technology to predict most weather
conditions. This means we can prepare for the majority for situations. This specific procedure is
:for situations where pre-warning has been received.

operties at risk from flood inundation are those that are located within or adjacent to flood

Qr those that may have a vulnerability to barriers preventing water flow, diverting water
flow or blocking water flow. Floods can also occur as a result of changes to the natural landscape
or fail @ torm water drainage systems to cope with a sudden or prolonged downpour.

A one-hurfdred-y€ar flood is a flood event that has a 1% probability of occurring in any given
year. The 100 yilood is also referred to as the 1% flood, since its annual exceedance

probability is 1%. n}r systems, the 100-year flood is generally expressed as a flowrate.

Properties located i % rone areas should have pre-planned and constructed physical
measures to minimise @od effects. In the long term they must engage a hydrologist to

develop a flood plan for i ilding.

23.2 Flood - Warning O
O

Occupant Action

Where there is a possibility that a buildiQ@e exposed to a flood occupants should take the
following action:

v" | Occupant’s Actions

o Immediately advise their immediate supervisor®r en who will notify the Chief
Warden; 2
Remain in their normal area unless it is unsafe to do so%;v' g may expose them to

O | possible risk. If individual occupants do depart it may al e difficulties in
accounting for occupants; '\

a Follow the directions of Wardens if there is a need to evacuate%{ding;

v
O | Move to the designated assembly area or such other location as direled; nd

Remain at the evacuation assembly area until it is unsafe to do so or

by the Chief Warden or the officer in charge of the responding Emergency y .
4 67
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Chief Warden Action

The Chief Warden shall take the following action if the property is threatened by the potential of
flood-waters:

v'  Chief Warden’s Actions

O | Report the expected incident to the Property Manager;

mitigate the effects of a flood by:

{ ’/ Consult with tenancy/workplace managers to arrange measures to be implemented to
: C" moving valuables/essential assets to an area located above the

Oanticipated flood level;
a ing sandbags at entry points to eliminate or minimise the amount of water
ould enter the building;

= disgdhngcting portable electrical equipment such as computers and if possible move
them ion located above the anticipated flood level. If the items cannot be
moved e

ower is disconnected;
v
Arrange for an eél 'an‘to be available to disconnect the mains power;
Evaluate the need t cuate the building; and, if necessary and dependent on the
evaluation, commence a vor full evacuation of the building; and
S

Ensure any person who a or is observed with any sign of distress is placed in
the care of appropriate para Mpersonnel.
v

¢

The Property Manager shall take the following actio@

Property Manager Action

v’ Property Manager’s Actions

Ensure that the Chief Warden has performed the nomifta

Action any task not yet performed by the Chief Warden;

O |00

of appropriate paramedical personnel;

Ensure any person who advises of or is observed with any ill ef ﬁlaced in the care
v

Undertake a situation analysis to determine if the building has any pote
vulnerability to the impending flood; /\‘0

v
Close the building if the threatened flood could cause harm to life safety; %
o Pay special attention to securing/protecting critical elements that will impact u W&

immediate functionality of the building;

O

O

Consider the potential use of portable/temporary equipment to replace failed property
utilities/services;

O | Advise occupants of the situation;

Organise contractors to be on stand-by to conduct repairs to any failed service,
O | property access, structural defect or structural protection that is critical to the safety or
security of occupants and the immediate functionality of the property;

Arrange for contractors to carry out permanent repairs to the building and
clean up the site.
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23.3 Flood - Impact

Occupant Action

When a flood impacts on the building occupants should take the follow action:

v"  Occupant’s Actions

< y Remain calm and advise their immediate supervisor or Warden of any injuries or
situations that could affect other tenants;

lelocate to an area above the expected flood level;

efirain from using the telephone immediately, unless for serious injury;
a D }ave their area unless it is unsafe to remain; and

(4
Stop tlie of vehicles unless there are special circumstances that warrants this, for
0 | example a @ il: injury requires the transport of a person where the Emergency

Services are={ to help.
K4
Chief Warden Actioa

Relocate occupants located in those partg
flood water to a safe area within the buildi

he building that could be subjected to
ther safe point;

0 Evaluate the need to evacuate the building; Wc ssary and dependent on the
evaluation, commence a partial or full evacuatio % building;

Id be effected by power

. ; S
Instruct occupants to turn off electrical equipment that

a
surges; (

0 Move valuable records and high cost items to a point abov EM ea that may be
subject to flood water penetration; é

o Ensure any person who advises of or is observed with any sign of dsyss is placed in
the care of appropriate paramedical personnel; and

O | Follow the directions of and assist the Emergency Services upon their §rfi A
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Property Manager Action

The Property Manager shall take the following action:

v'  Property Manager’s Actions

O | Ensure that the Chief Warden has performed the nominated tasks;

c O | Action any task not yet performed by the Chief Warden;

/ Ensure any person who advises of or is observed with any ill effects is placed in the care
4 of appropriate paramedical personnel;

igise with the property security provider to secure the property as soon as it is safe to
ON
Q | Ad is}%upants of the situation;
O | Audit Wty to identify any damage resultant from the incident;

Seek prof&ay%
inspection c

dvice on any structural or property system element where a visual

a . . . .
termine the safety, security or functionality;

o Set up an incide ol,centre within the building or near to the building as
necessary;

O | Advise occupants of onvielopments;

O | Organise contractors to cleg upland remove rubbish;

o Organise contractors to conduct@r' repairs to any damage that is critical to the
safety or security of tenants and [“' ediate functionality of the building;

0 Determine when it is safe to re-occup ilding and advise all tenants of this
decision;

U | Assess the permanent property repair priori@

site.

&
0 Arrange for contractors to carry out permanent r%%to the building and clean up the

23.4 Media Emergency Warnings 6®

Bureau of Meteorology www.bom.gov.ao

Victoria /O
/\ .

For Warnings: /O
SES 132500 /
WWW.Ses.vic.gov.au @

VIC Emergency www.emergency.vic.gov.au/respond O
VIC Emergency Hotline 1800 226 226
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24. PERSONAL THREAT PROCEDURES

— CODE BLACK

This section refers to Active Armed Offenders, hostage situations, armed robbery and any other
situation involving a human threat where there is a real or perceived intention to cause harm or
risk life.

%: In all Active Threat incidents, organisations and facilities must aim to deny an

offender/s access to site or area in the first instance. This should be achieved in
accordance with an organisation’s Lockdown procedures. The following guidelines
outline the response and action required of individuals in the event of an

?‘neffective Lockdown.
24.1 Re .;d’)fge Procedures to an Active Armed Offender

Note: Th %
Offen 1

Protectin

g procedure is in accordance with Appendix C of the Active Armed
elines for Crowded Places as documented in Australia’s Strategy for
wded Places from Terrorism.

When attacks involving firearms er weapons occur, being prepared to rapidly react is
paramount. By understanding yo igns and actions in advance, you are more likely to make a
quick and informed decision during ive Threat incident. The Escape Hide Tell drill is a

procedure that can aid individuals in respo g to an armed threat in their immediate area -
Escape if you can, Hide if you cannot escap&l as soon as it is safe to do so.

ESCAPE

Escape should always be the primary objective for indi Is during an Active Threat event. The
more time and space between an offender and a potentfal im/s, the greater their chances of
survivability.

When escaping, you must:

=  Move with purpose and at best speed to leave your immediat&é and get outside. This
requires a sound understanding of an occupied building’s layout @mre all of the exit
routes and points are.

= Once out of the building, continue to move away from the area - IncreaQ tife and space

equals increased chance of survival.
.
=  Whilst escaping the building and continuing to move away from the area, atte/p% ove
between locations that provided cover and concealment.
= Cover — material protection from high-velocity objects. For example, large trees/@
concrete walls, mounds of dirt and engine blocks of vehicles.

= Concealment — obscured from the view of a threat but without material protection. Foc
example, curtains, light furniture, plaster walls and vegetation.

=  While escaping, warn others of the danger — However, do not stop.

= Once well clear of the threat area and in a position of cover and concealment, immediately
Tell (call) 000 and await directions from first responders. Remain aware of your environment
and the threat if possible. Monitor the situation and be prepared to move again.
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HIDE

If you cannot escape the threat area, you must Hide. If possible, move into a room where you can
lock the door, otherwise hide as necessary behind walls, furniture or in cupboards.

If you can get inside a room, you must do the best of your ability:

= Lock doors and windows =  Put phones on silent/ vibrate off
=  Barricade doors with furniture = Lie flat on the floor
= #~Close any blinds or curtains =  Staysilent

= & Fury off lights

If you ¢annot locate a room to hide in, you must attempt to achieve the above points to the best
of your abiityywithin your hiding position.

Remember, Eg€aplyis the best course of action in the event of an Active Threat. Therefore,
remain vigilantfogOpPportunities to leave your hiding position and Escape the area if it is safe to
do so.

TELL

Irrespective of whether you'hgVe escaped or are hiding, you must Tell (call) 000 as soon as it is
safe to do so. The sooner law enf@rcément elements are able to attend the incident, the sooner
the incident will be resolved.

000 operators will establish your locatiogfand why you require assistance. In addition, provide
them with any information you have thatwiyf help coordinate a response. For example,

=  Number of offenders and description of thefr dppearance

=  What type of weapons being used (knife, fireagmg®held in one hand or two hands, military-
style weapons)

=  Number of casualties.

Do not assume that someone else will call 000. You must Tell as soon as it is safe to so;

the sooner law enforcement elements are able to attend the incident, the sooner
the incident will be resolved.
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24.2 Response Procedures for Hostage Situations and Armed
Robberies

In any situation where an armed threat has been identified, the first and immediate action for all
individuals is to Escape Hide Tell.

However, if you have been unable to Escape or Hide from the armed offender, there is the
possibility that the situation may be or become a hostage incident or armed robbery.

At any time during any type of threat situation, if an offender who was not actively
engaged in killing or attempting to kill people begins to do so, you must Escape
Hide Tell.

24, 3 ge Incident

In the event o/ tage incident, the following three phases will generally occur.

Phase 1 - Ca /

This is the most dange/ riod due to the high levels of adrenaline for all involved. Therefore,
Phase 1 needs to be dee s soon as possible in order to move to Phase 2. To achieve this,
you must:

= Remain as calm as possible; O
= Follow the offenders’ instructioro

= Not move unless told to do so by th

= Keep eyes low and not staring at the of

= Not talk unless asked a question by the offen

Phase 2 - Internment

The duration of this phase can range between minutes andéys During this time, you should
concentrate on the three C’s: Calm, Connect, Capitalise.

= Calm - Calm yourself and others.

=  Connect — If possible, establish rapport with the offender by beha\@ compliant and
friendly manner to encourage opportunities for dialogue, as this hum& yourself and

other hostages. However, if the offender does not want to communicaté, re

n silent
= Capitalise — use this time to mentally note information about the offende/&

useful to authorities after the event, such as height, complexion, accent, tatto s/
clothing. 6/

Phase 3 - Resolution

At some point the hostage situation will be resolved, either by negotiated release or O
police/military rescue.

If a police/military rescue is initiated, you must:
= Not run at rescuers;

= Not make any sudden movements;

= Lie flat on the ground with hands visible;

= Listen for instructions from rescuers.
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24.4 Armed Robbery

If the sole objective of an armed offender is to steal valuables from a site, it is likely that the
event will not result in physical violence provide that the valuables are obtained without
resistance. Therefore, anyone subject to an armed robbery should allow the event to unfold and
finish as quickly as possible. In the event of an armed robbery, you must:

= Remain as calm as possible
O Follow the offenders’ instructions and provide them with what they want

%

move unless told to do so by the offender

Advise your Manager!f youdssee anyone acting strangely or suspiciously.

v

a 0

Q Be aware of pe,o itering for extended periods that appear agitated and
may be holding b I s.

a

a

Keep rear and side doors rom external access at all times. Minimise the points
of entry to lessen the chanc )a\uthorised persons gaining access to the premises.

v, . . . L

If your company holds cash on t&.p ises, keep cash in any till drawer to a minimum.

O | Never discuss cash transactions or res involving the holding or movement of
ve a direct need to know.

cash with any person other than staf
v
Till drawers should be locked when not in ( d the key stored or

a
held securely at all times. el
. . . '
0 Do not discuss security procedures with anyone o{%han staff members who
have a direct need to know. /

0 Record the telephone numbers of your Security Compa e Police
near the telephone.

Keep offender and weapon description forms and learn how t’o@ :

complete them correctly.

a Be knowledgeable about the location and operation of all security aﬂiﬁs alarms.
7

24.5 Information and advice
In life-threatening situations or in the case of an emergency, call ZERO ZERO ZERO (000). /

Suspicious or unusual behaviour should be reported to local police by phoning 131 444 or by O
contacting the National Security Hotline on 1800 123 400, if the information is not time-critical.

For all other inquiries, contact police in your jurisdiction. Contact details can be found at
www.nationalsecurity.gov.au/crowdedplaces.
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25. LOCKDOWN PROCEDURES

— CODE BLACK

25.1 Introduction

the event of Active Threat incident and should not be confused with shelter-in-place

Lockdown procedures form an important part of an organisations plan for protecting individuals
: o@edures used during extreme weather events or natural disasters.

T e@mum effect of a Lockdown is to deny a threat access to a facility in the first instance

thro initiation of a Preventative Lockdown. If a successful Preventative Lockdown is
unable hieved and a threat gains some level of access to a facility, then an Emergency
Lockdown |n|t|ated

25.2 Prev n / Lockdown

Preventative Lockdo ble an organisation to prevent an external threat from gaining
internal access to a facil ite. This level of protection is achieved by electronically or
manually securing/locking @rnal doors, windows, gates and any other point an offender
o

may be able to exploit in ordér t in internal access.

To enact a Preventative Lockdow& anisation must concurrently:

=  Publicly announce and initiate a oWn in accordance with the
Emergency Management Manual;

= |mmediately lock/secure all external ent;® to all buildings;

=  Enact the ECO.
To enact a Preventative Lockdown, all individuals mu ?urrently

= Lock the doors and windows to their immediate wo
predesignated safe-room;

= Turn off lights; é
=  Close any blinds or curtains; @
= Barricade doors with furniture; O

=  Turn phones on silent with vibrate off; O

Remain silent and vigilant while awaiting direction from the ECO;

ce if possible or move to a

= Not open the doors of any secured spaces or announce your presence to anyone \@ f
your safe space until CW has officially ended the Lockdown. f

Considerations for a Preventative Lockdown: QQ/

=  The threat must be identified and the Preventative Lockdown initiated while the threat is stil
external to a facility or building.

= Successful Preventative Lockdowns are reliant on securing/locking all external entry points
immediately after identification of an external threat. Therefore, electronically
securing/locking entry points is significantly more effective than manually doing so.

=  Planning, rehearsals and clear designation of roles, responsibilities and procedures are
crucial to enacting a successful Preventative Lockdown.
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ES

25.3 Emergency Lockdown

In the event of an unsuccessful Preventative Lockdown and a threat gaining internal access to a
facility or building, all individuals must conduct an Emergency Lockdown. The procedures for
individuals during an Emergency Lockdown are the same as a Preventative Lockdown; the
difference is in how and when the Emergency Lockdown is initiated. For a range of reasons, a
Lockdown announcement may fail to be made during an Active Threat incident.

Therefore, upon detecting a threat incident in your building, such as screaming, gunshots or
losions, all individuals must immediately and concurrently:

the doors and windows to their immediate workspace if possible or move to a
ignated saferoom;

ights;
% or curtains;
=  Barricade oo@it furniture;
= Turn phones on j% ith vibrate off;

=  Remain silent and vi

Tu
= Close

ile awaiting direction from the ECO;

= Not open the doors of amyfsecured spaces or announce your presence to anyone outside of
your safe space until officiall @ ted to by law enforcement.

Note: If the threat is in your@ediate area or an attack is occurring in your occupied
space, you must Escape efell
Considerations for an Emergen kdown:

individually move though the building in order t ape may be more dangerous than

= |f the threat is now inside the building or fadfli &dcannot be accounted for, deciding to
securing yourself in an appropriate saferoom.

= |f for some reason a fire alarm is activated during an Ive Threat incident, locked doors to
spaces being used as safe-rooms may automatically unlock

= |tis unlikely there will be any communication or coordinatio he ECO.
=  Most Active Armed Offender incidents are over in less than 12 m n@

= An appropriately secured safe-room can put considerable time betwe se inside and an
offender.

If the threat is in your immediate area or an attack is occurring in your occupied space,
you must Escape Hide Tell.
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26. MANAGING INFECTIOUS DISEASES
— CODE YELLOW

26.1 Assumption of Risk

imfectious. Proper procedures have to be followed at all times. Every workplace should have an
phopriate first aid kit, with at least one staff member trained in first aid. Equipment such as
gl megowns, eye goggles and face shields should be provided if necessary.

26. @nsmission of Infection

:The basis of good infection control in the workplace is to assume that everyone is potentially

Infectious‘a (an be spread in a variety of ways, including:

=  Breathing rne germs — coughs or sneezes release airborne pathogens, which are then

inhaled by ot

=  Touching contam( bjects or eating contaminated food — the pathogens in a person's
faeces may be sprea }yor other objects, if their hands are dirty;

= Skin-to-skin contact —t ransfer of some pathogens can occur through touch, or by sharing
personal items, clothing or o @-

= Contact with body fluids — patho @ in saliva, urine, faeces or blood can be passed to
another person's body via cuts or ahfasions, or through the mucus membranes of the mouth
and eyes.

26.3 Workplace Infection Contr rsonal Hygiene Practices

Infection control procedures relating to good persor@ iene include:

= Hand washing — the spread of many pathogens can réVented with regular hand washing.
Thoroughly wash your hands with water and soap for af least 15 seconds after visiting the
toilet, before preparing food, and after touching clients or pment. Dry your hands with
disposable paper towels

=  Unbroken skin —intact and healthy skin is a major barrier to paé . Cover any cuts or
abrasions with a waterproof dressing

you are touching someone else's broken skin or mucus membrane, or perf g any other
invasive procedure. Wash your hands between each client and use fresh 4ch

=  Gloves — wear gloves if you are handling body fluids or equipment corQng Eody fluids, if

client where necessary O
=  Personal items —don't share towels, clothing, razors, toothbrushes, shavers or oth /

personal items.

O’
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26.4 Infection Control and Workplace Cleanliness

Infection control procedures relating to cleanliness in the workplace include:

= Regularly washing the floors, bathrooms and surfaces (such as tables and bench tops) with
hot water and detergent;

Periodically washing the walls and ceilings;

n
=  Thoroughly washing and drying mops, brushes and cloths after every use — drying mops and
cloths is particularly important, since many pathogens rely on moisture to thrive.
%

nfection Control — Occupational Exposure to Body Fluids

If you (@ in contact with blood or body fluids:
=  Flush th with running water;

= Wash the afeagmith plenty of warm water and soap;

=  Report the in;Q the appropriate staff member;

=  Record the incident Wi e Disease/Injury/Near Miss/Accident (DINMA) reporting procedure;

=  Seek medical advice;

= Employers and occupational and safety representatives should investigate all
incidents involving contact wi @d or body fluids, and take action to prevent a similar
incident from happening again;

= Using disinfectants to clean up bIooQ ogher spills of bodily fluids;

=  When using disinfectants — always wearing/gl , cleaning the surfaces before using the
disinfectant, and always following the manufa 's instructions exactly;

=  Spot cleaning when necessary. O

26.6 Dealing With Spills of Body Fluids /

Examples of body fluids include blood, saliva, urine and faeces: 6aling with spills of body
fluids, infection control procedures need to be followed carefully. s:

= |solate the area;

=  Wear gloves, a plastic apron and eye protection, such as goggles; 0

= Soak up the fluid with disposable paper towels, or cover the spill with a g@ chlorine-
releasing agent for a minimum of 10 minutes. Scoop up granules and waste /ﬁece of
cardboard (or similar), place in a plastic bag and dispose of appropriately;

=  Mix one part bleach to 10 parts water and apply to the area for 10 minutes; O/
=  Wash the area with hot water and detergent; @

=  Drythe area; O
= Dispose of paper towelling and gloves appropriately;

=  Wash your hands;

=  Rinse any contaminated clothing in cold running water, soak in bleach solution for half an
hour, then wash separately from other clothing or linen with hot water and detergent.
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27. PANDEMIC PROCEDURES
— CODE YELLOW

The possibility of a pandemic disease impacting upon the operation and/or functionality of a
commercial building is of an unknown potential. Unlike the seasonal influenza which impacts

u

pon the wider Australian community each year (and for which an annual vaccination is

O/ailable).

pandemic disease is anticipated to be more widespread than seasonal influenza and have a

m re severe impact on businesses.

Fundar@a y, the position statement places the pandemic disease emergency/crisis/issue into

three seg
27.1 Seg{ - Pandemic Preparedness

This segment deal rious activities by a Facility Manager that may be determined /
implemented while th of threat is minimal. Essentially, these activities are preventative
risk management strate ure that individual buildings are capable of continued
operation and functionalityy

27.2 Segment B - Pand ncident - Early Response

This segment deals with the early res 0 a pandemic disease in Australia which would be
represented by the current Australian G ment Pandemic Phase Level 6 onwards. Essentially,
the actions in this segment would be stron t upon the advisory information from

relevant Government Authorities.

27.3 Segment C “Pandemic Inciden 5gomg

This segment deals with the actions and response that m

ly when the current Australian

in this segment will be directed by Government and relevant a

Government Pandemic Phase levels apply from Level 6 (b) 2%5. In all probability, the actions

Note: The Government may, at its discretion, introduce a Sézte but comparable

Pandemic Alert Scale at some future time.

While an infectious pandemic may well be introduced into a building thro@ tenant or visitors
n

over which the Facility Manager has little control clearly the Australian Govérnm will
constantly monitor the world position and elevate the Australian risk warning

sary

deal with a pandemic disease:

The Facility Manager of a commercial building may need to action the following topr 6for or

Distribute specific advisory communication/s to tenants. Keep a register of both the
communication forwarded and the date sent. O
e

Monitor the standard of cleaning services provided by contractors and keep a register of th
date and observations of cleaning standards. Take corrective action to improve cleaning
standards if contracted standards are not achieved.

Introduce any specific additional cleaning activities through contractors. Keep a register of
the date the work commenced and note the additional work.

Monitor the rubbish disposal from all tenants and where a tenancy shortfall (poor disposal)
occurs, take corrective action.
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=  Purchase and store personal protective equipment (PPE). The most common types of
equipment will be masks and disposable gloves which may be used to prevent human to
human transmission.

= |ssue the personal protective equipment and keep a register to record the date, quantity and
recipient of the equipment. Once issued, the Facility Manager will monitor the equipment
that is used.

=  Purchase and store other materials such as soaps, disinfection sprays and wipes. Issue the
O other materials as required and keep a register of the date, quantity and location of the

distribution.
= Cgmise any training associated with the upgrading of pandemic disease information,
processes or hygiene and maintain a register of the date and attendance at training
or cy of advice.

=  Putin pldc e necessary actions to reduce the number of exit/entry points, install
additiona leaning facilities, increase contracting service intervals, remove hazardous
functions and rgpandemic disease strategies. All actions must be documented in a
register with theﬁ’md activity recorded.

and in what form it present ficult to describe. Governments have broad based pandemic
disease plans which are cons der review. Should a pandemic disease
emergency/crisis/issue occur in e form, there is some possibility that infrastructure
services will be reduced and in suc mstances, the direction and response applied

throughout buildings may well be dir Government Agencies with jurisdictional
responsibilities. In such circumstances,

Quthorities will provide ongoing direction.
27.4 Pandemic Disease Incident @cgurs

Occupant Action @:
In the event of a pandemic disease incident where there i Wz or no warning occupants should

take the following action: @

Immediately advise their workplace manager, immediate super@r r Warden who will
a . .
notify the Chief Warden; é

v
Self protection is important and if an individual believes they have be(mxed toa
O | pandemic disease hold your breath and move quickly away coveringy

Wizh a
handkerchief or cloth; //\

If any of the following effects are evident seek medical assistance immediately:’//

The potential for a form demic disease to impact upon the world does exist. How, when
:ntl

v"  Occupant Actions

= fever
= cough or a sore throat O
= fatigue
a .
= chills

= headache

=  body aches

Nausea, vomiting, or diarrhoea has also occurred in people with swine flu.
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Chief Warden Action

The Chief Warden shall consider the following action to effectively manage an emergency
involving a suspected pandemic incident:

v Chief Warden’s Actions

Call ‘000’ and advise the emergency services of the incident including:

< 4 = The exact location of the incident.
4

= The estimated number of victims.

C?Q The victims’ symptoms.

0 wp the air handling system. This includes all types of fans or air circulation
equi ;
w( ) . . -
d | Follow efqru‘ctlon of the attending emergency services;
O | Report thW to the Facility Manager.
L 4

Facility Manager’s @gn
The Facility Manager shall consid following action:

v Facility Manager’s Ac S

y 4
Q [ Ensure that the Chief Warden has pw d the nominated tasks;
&
O | Action any task not yet performed by th f Warden;
&
o Ensure a command post has been establishe@li ise with the responding Emergency
Service; ﬁ
0 Ensure any tenant or visitor who advises of or is c% rved with any ill effects is placed in
the care of appropriate paramedical personnel; N
o Instruct the building security provider to secure the prop( d putin place
appropriate security measures; '\
O | Ensure that all vehicle access (both arrivals and departures) ce&yh
o Liaise with the attending Emergency Service Officer/s. Follow the dirétio of the
Senior Emergency Services Officer;
M &
O | Advise occupants of the situation and ongoing developments; /
4 67
O | Audit the facility to identify any contamination resultant from the incident; £
v
O | Arrange for contractors to carry out decontamination of the building or its enviror(
v
Once an emergency is completed and/or at an appropriate time, the Facility Manage)"a
O | must conduct a debriefing of the emergency/crisis/issue. Timing delays between an
emergency completion and the debriefing should be avoided wherever possible.
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28. CHEMICAL, BIOLOGICAL OR
RADIOLOGICAL EMERGENCY
— CODE YELLOW

28.1 Introduction

Q fdents that may be encountered may include chemical, biological or radiological (CBR) agents.
gents often have a legitimate purpose in buildings, structures and workplaces. They can

range from fumes from paints to gas leaks to the most potent of chemical, biological and
@ roperties. In all cases, there must be sound and conforming practices and training
to facilitatg™t Xusing of such goods and these issues are outside the scope of this document.

This section o x‘mergency response procedures deals with the actions required when CBR
contaminates are duced either through accidental or purposeful actions by first providing an
overview and the / mergency response procedures which are focused on personal and
general actions. /

28.2 Differences@@en a chemical and a biological agent

Chemical and biological agents ¢ dispersed in the air we breathe, the water we drink, or on
surfaces we physically contact. Dis methods may be as simple as opening a container,
using conventional (garden) spray de #qr as elaborate as detonating an improvised explosive
device.

Chemical incidents are characterised by theQ nset of medical symptoms (minutes to hours)
and easily observed signatures (coloured residu d foliage, pungent odour, dead insects, fish,
and animals).

Biological incidents are characterised by the onset of s@ in hours to days. Typically, there
will be no characteristic signatures because biological ag %e usually odourless and
colourless. Because of the delayed onset of symptoms in a Biological incident, the area affected
may be greater due to the movement of infected individuals.

28.3 Purposeful Introduction ¢ 5@

Any act to purposefully introduce chemical, biological or radiological con ?nts would usually
be an act of terrorism or criminal intent. This is a wilful act designed to cause damage and harm.
The response to purposeful introduction of airborne contaminants is detailed@r on in this

section. /)0‘

28.4 Chemical Agents

Chemical agents may be a solid, liquid or gas and in some cases the agent may be odourless
colourless and tasteless. Chemical agents may be inhaled, ingested or absorbed through the sk
and can have immediate or delayed effect.

A chemical agent can be disseminated by a spraying device, leaking package or a container either
bursting or exploding. A chemical agent may cause incapacitation, serious injury or death.

The following are examples of more sinister chemical agents:
= Sarin gas

= Ricin toxin
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If you think someone
has been exposed to a
HAZARDOUS SUBSTANCE

Use caution and keep a safe distance to avoid exposure yourself,

TELL THOSE AFFECTED TO:

REMOVE REMOVE REMOVE

THEMSELVES. OUTER CLOTHING. THE SUBSTANCE.

ACT QUICKLY. These actions can SAVE LIVES.

If a volatile chemical substance is released insidé€ adfuilding or enclosed space, people should:
=  Minimise the chance of exposure by moving aw ?he release and avoiding skin contact;
= Do whatever it takes to find uncontaminated air quic %

do so without passing through a contaminated area or brea

xit the enclosed space if they can

window to access clean air;

=  Follow the directions of emergency responders; and When s ﬁay from the chemical
source:

o Remove outer clothing if contaminated and place in a lastic bag;

o Wash with soap and water, flush skin with lots of water, an@flush eyes with
water if they are irritated;

/\ .
o Puton clean clothes if possible; /
o Seek medical attention if they have been exposed to the chemical, ev@re

are no immediate symptoms.
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28.5 Chemical Agent Emergency Response Summary

The Chemical Agents emergency response summary is:

= Call ZERO ZERO ZERO (000) and advise the emergency services of a chemical incident
including:

o The exact location of the incident;

o The wind direction to enable the emergency services to attend from an upwind
approach;
;O o The estimated number of victims;
o The victims’ symptoms.

=  Shut the air handling system. This includes all types of fans or air circulation
equipm

= Isolate the {ngf@eht area and if inside move people outside. If outside move all people
upwind and at'e to a level above the point of release.

=  Follow the instruc i(@ the attending emergency services.

If a volatile chemical substa@released in an outdoor or open space, people should:
= Avoid any obvious plume or 3- cloud;

=  Consider wind direction and mo@wind and uphill, if possible;

= |f exposed, decontaminate as abov

= |f not exposed, walk away from the site 0 a building to shelter in place;

=  Where possible, seal the building to create rary barrier between people and the
contaminated air outside — this can include cl s@oors, closing windows, turning off fans
and air conditioning systems, and sealing windo oors with plastic sheeting and duct
tape;

=  Monitor the Internet, TV, and radio for official news and in@ons as they become
available.

28.6 Biological Agents f@

Biological agents are typically non-volatile and are imperceptible to the naked’eye. Biological
agents will usually be imbedded in a delivery medium such as a powder or liquid ey can be
disseminated by a dispersion device such as an aerosol sprayer. Biological agﬁ ogmally
ingested or inhaled and while they are not absorbed through the skin these agent ey netrate
through an open wound. 6

The following provides some examples of biological agents: /@

=  Plague bacteria O
=  Smallpox virus

= Anthrax bacteria

Self-protection is important if exposure to a biological agent is suspected. The following should
apply:

=  Put the package down and try not to disturb it any further;

= |f possible, cover it/seal it;
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= Cover your hands but do not put your hands near your mouth;
= Hold your breath until you are able to move away;

=  Preferable stay in your office along with your colleagues who were present at the time the
suspect exposure occurred;

=  Seal the room so that others are prevented from entering;

= |deally, move to a second secure area where you are safe from further exposure to the
O material and at which you are less likely to contaminate persons who have not been

ﬁxposed

emical agents where symptoms are quickly apparent, it is unlikely that any person will
kno ir exposure to a biological agent because there is a greater lead time before the
sympt apparent.

28.7 Bi | Agent Emergency Response Summary

The Biological Ag gency response summary is:

= |findoors isolate a and move those who have not been exposed outdoors and upwind
of the point of releaSg,

=  Prevent others from en%the area;

= Call ZERO ZERO ZERO (000) a @ dyise the emergency services of the suspected biological
incident including:

o The description of the potehsial contaminant and the package/device.
o The action taken to isolate
o Visible signs of distress.

=  Follow the instructions of the attending emerge%ices.

= After getting clear of the incident area, consider rem %your outer garments if you think
there may have been airborne radioactive particles

= |f inside move outside but keep well away from others. If %\ove upwind again

keeping away from others to prevent cross-contamination.

= Seek immediate medical advice.

28.8 Summary /O

It is difficult to define what may be a suspicious item. Only you will know if any spec@ﬂ
suspicious or out of the ordinary.

= Wash exposed skin and hair area; @:

Product identification and gathering of information starts from the moment that the incide
been noticed. Some of the characteristics could be: O

= How did casualties react (initial symptoms may be gradual and non-specific) — developed a
cough, felt fatigued, had chest pain (pulmonary), became disorientated, collapsed after
prolonged exposure, immediately collapsed;

=  What did the material look like - solid, liquid, gas?

= Are there any hazardous materials stored in this area?
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Pass on all information to the Senior Officer from the responding Emergency Service.
The following is a list of precautions for guidance:

= All occupants need to be aware of the need for security in the building;

= Do not leave unsecured areas of your tenancy unattended;

= Question any strangers on your floor or within your tenancy;
:- Check for unattended or unusual packages;

dnow your building’s emergency procedures;
= Qw the emergency contact telephone numbers including your Chief Warden;
e

@ handling mail must remain vigilant and cautious but remember that most reports of
susp ackages are unwanted (false) alarms;

= All pers o handle mail must be aware of emergency procedures;

=  Where posmb@e rting and handling of mail should be done in an area that can be easily
contained; /)

= |f a suspicious lette ackage has been received but has not been opened place the item in
a plastic bag and seal it @ e all items in a second plastic bag and seal it also;

= Stay in the immediate work his applies to co-workers in the same room. Prevent
others from entering the are coming contaminated. Wait for help to arrive;

isor or Call ZERO ZERO ZERO (000) to ask for the

) Unit. Advise them of the exact location (street
er of potentially exposed people, a

.g. item covered with a black coat);

= Call for help from your immediat
Fire Service Hazardous Materials (H
address, building, and floor number), t
description of the package/device, action

= |f there has been any handling of suspicious ersons who may have been exposed are
to be aware that they must keep their hands aw their face to avoid contamination of
the eyes, nose and mouth;

= |f possible, and without leaving your work area, wash y ur%

If it is thought that the suspicious item may contain an explosive e, follow normal mail

bomb emergency procedures and evacuate the area.

Persons in charge of a workplace should ensure that a list of all emergQ tacts is
maintained. This list must contain, but not be confined to, the Emergency SegVices number —
ZERO ZERO ZERO (000), individual local area Emergency Services (station) conmmbers local
authority (council), Environmental Protection Agency, electrical authority, pri rlgal

contractor, gas supplier/authority and plumber. :
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29. HAZARDOUS MATERIAL (HAZMAT)
— CODE YELLOW

29.1 Introduction

at may pose an unreasonable risk to health, safety or property when stored, transported and

Hazardous material (HAZMAT) can be defined as a substance or material in a quantity or form
: ed in commerce.

T e@t common hazardous substances are chemicals. We use chemical products almost every

day ives. It may be aspirin for a headache, antiseptic for a cut, paint for the walls or a
cleanin r for the bathroom or toilet.
They may s less, but even these ordinary things can make you very sick if they are used

incorrectly. Q
Breathing in the d / stances such as asbestos and lead, can be a health hazard, especially
over a long period of t

29.2 Risk Assessme@

A risk assessment of all areas wh@ngerous goods are stored must be conducted and an
action plan formulated for the mo incidents that could be envisaged to occur. This would
include:

=  Small spillage action; O
= Large spillage action;
=  Small fire action;

= Llarge fire action; O/

=  Location of hydrants or other equipment;
= (Clean up and disposal equipment; and @
=  Personal protection equipment (PPE) for each material.

The action plans would be practiced on a regular basis to prepare the E@ ERT for a possible
incident at all storage areas.

29.3 Safety Data Sheets (SDS) /O/, .

A Safety Data Sheet (SDS), previously called a Material Safety Data Sheet (MSDS), is / ent
that provides information on the properties of hazardous chemicals (HAZCHEM) and ho
affect health and safety in the workplace. For example an SDS includes information on: @

= The identity of the chemical; O
=  Health and physicochemical hazards;

= Safe handling and storage procedures;

= Emergency procedures;

= Disposal considerations.

The SDS should always be referred to when assessing risks in the workplace.
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29.4 Reviewing SDS

An SDS must be reviewed periodically to keep it up to date, for example when any new or
significant information becomes available on the hazards of the material. Otherwise, a SDS must
be reviewed and re-issued every 5 years.

29.5 Duties under the WHS Regulations

The Work Health and Safety Regulations (WHS Regulations) require the manufacturer or importer
hazardous chemical to prepare an SDS for the chemical. Additionally, a supplier must provide
nufacturer or supplier’s current SDS for the hazardous chemical on first supply to a
e and upon request.

All SD be malntalned on site with a copy readily available for the responding Emergency
Service h main entrance to the site.
29.6 Pers Health and Safety

Any hazardous mate% affect personnel by:

= |nhalation;

=  Absorption; O

= |ngestion. O

It is extremely important that any pe@ | who have been handling or exposed to any
hazardous material:

=  Wash thoroughly after use; O

=  Wash thoroughly before eating;

= Wash protective equipment; @

= Keep gloves away from eyes; and O/

= Change filters on respirators at regular periods. @

The safety of personnel requires that all employees who handle come into contact with
hazardous materials have an adequate knowledge of Dangerous Gdo how to safely

respond to incidents. This can be enhanced by familiarisation of the a ere the material is
stored, conducting risk assessments, putting in place action plans and pragficing the plans.

29.7 (GHS) Global Harmonized Systems for Dangerous G

S
‘
In order to understand the dangers associated with hazardous materials, you needQ%a

basic knowledge of:

=  General Group Classification for Dangerous Goods; /@
= The HAZCHEM Code; O

Dangerous goods by their nature or their quantity constitute a hazard from explosion, fire,
poisoning or from their corrosive effect.

99

CODE YELLOW



555 Precinct Pty Ltd - 555 Lonsdale Street, Melbourne CBD, VIC 3000 ﬁ 5
MINUT

555LON_v1.00 dated 28/06/2022 - © Copyright First 5 Minutes Pty Ltd e

29.8 Class Labels for Dangerous Goods

Australian Standard (AS) 1216 sets out details of the design and selection of labels appropriate to
the classes, divisions and subsidiary risks of dangerous goods as designated in the Australian
Dangerous Goods Code (ADG Code).

Note: Further information on the classification of dangerous goods and the
transportation requirements for such goods is provided in the ADG Code.

e main subdivisions for dangerous goods are:

I 1 - Explosives

Cl Q Gasses
Compre Ouefied or dissolved under pressure, e.g., acetylene, compressed nitrogen and
liquid oxygey.
Class3-F @b e Liquids

Th

/’m flammable has now replaced the more confusing but equivalent
termin

ble.
Class 4 - Flammabﬁe ds of Substances

This ground includes such materi lammable solids, substances liable to spontaneous
combustion, and substances that r@e flammable gases on contact with water. Examples are:

Note:

calcium carbide, sodium, naphthale

Class 5 - Oxidising Substanceo

This group contains material that liberates r cause oxidative processes which may
stimulate the combustion of other materials. Orgé@nikc peroxides form the most hazardous group

in Class 5 and are flammable, act as strong oxidis are liable to explosive decomposition,
e.g., chromium trioxide, potassium permanganate, hyl Ethyl Ketone Peroxide (MEKP).
Class 6 - Poisonous (Toxic) and Infectiou stances

These include materials which may cause death or serious injur human health if swallowed,
inhaled or by skin contact; and disease producing organisms.

Class 7 - Radioactive Substances 6®
Class 8 - Corrosives

Includes solids or liquids which possess in their original state, the commone , or being
capable of damaging tissue. In addition, the substance may cause damage to Q ‘@; ods or the
means of transport or storage if leakage occurs from its container, e.g., sulphuric aj,‘ Sdium
hydroxide. /O

Class 9 - Miscellaneous Dangerous Substances :/
(Not included in the above groups) @O,
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29.9 Signs
At any workplace where the aggregate quantity exceeds the allowed quantity the occupier shall
display warning notices. These signs are to be located:
= At the entrance to the site;
=  Qutside the storage building/area;
G Outside the room in which the material is stored;
u

0% storage tanks.

THegign usually has details of the material such as the name and UN number. It will also have a
HA ode. The HAZCHEM emergency action code provides the responding emergency

ite team with information on the correct initial action to be taken to prevent the
ificident. It is used in Australia and New Zealand for the bulk transport and

ﬁls Goods.

29.10 HAZC de

The HAZCHEM Code a v@on:
=  Firefighting media; O = Spillage handling;

=  Personal protection requiren@ =  Evacuation consideration.

= Risk of violent reaction;

29.11 Numerals O

escalation’of,
storage of Da

The numerals in the code denote the firefightifig ia:

1. Jets @Oljoam

2 Fog 4 Agent
If the code has the numeral “1” then all other agents can bé y used. “2” use fog, foam or dry
agent. “3” use foam or dry agent. “4” use dry agent only.

As we can see we can come down the list but agents above cannotéed.

29.12 Letters G?
for

The letters ranging from “P” to “Z” denote the action and level of protectio

personnel
responding to the incident. .
%

If the letters P, R, S, T are used the material can be diluted with spillage washed in ins with
large quantities of water. Due care must be taken to avoid unnecessary pollution of
watercourses. /

If the letters W, X, Y, Z are used the material must be contained. You must prevent by any
available, spillage from entering drains and water courses

The letter V. means that the material can be violently or explosively reactive.

The letter E means you should consider evacuation if there is any doubt on the ability to contain
the situation.

Full means the use of full body protection and CABA and BA means the use of breathing
apparatus and gloves.
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29.13 HAZCHEM Emergency Action Code

The HAZCHEM emergency action code provides emergency services personnel with information
on the correct initial action to be taken to prevent the escalation of an incident. It is used in
New Zealand for the transport of bulk dangerous goods and is also often used on dangerous
goods stores. It is shown on Emergency Information Panels and may also be found on the labels
of chemical products.

:0 Firefighting media.
O Personal protection requirements.
Risk of violent reaction.

@ ge handling.
\é n consideration.

COARSE SPRAY
FINE SPRAY

DRY AGENT
ALCOHOL RESISTANT FOAM

DILUTE

BA & FIRE KIT

CONTAIN
BA & FIRE KIT

H PUBLIC SAFETY HAZARD

P
R
S
T
w
X
Y
Z
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29.14 Emergency Numbers & Information

IN AN EMERGENCY, CALL 000 FOR EMERGENCY SERVICES (FIRE BRIGADE, AMBULANCE, POLICE)
HELP THEM TO HELP YOU BY GIVING THE FOLLOWING INFORMATION:

Identification:

=  Your Name/Organization
OOCaII Back No./Location
E .

= Pn@( Involved

= Quantit

= Type of vehicl ntainer
= Deaths/lnjuri;G//

= Time/Exact Locatior@

=  Help: on site/to be call

Other Helpful Informati@/

= Consignor/Origin

= Carrier

Q
= Consignee/Destination O@
= Car/Truck/Trailer/Flight No. @
=  Bill of Lading/Waybill No. O
°y,

IN CASE OF POISONINGGO

CALL POISONS INFORMATION CEN’@}. .
/

131126 %

o4
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30. SUSPECTED BIOLOGICAL ITEM
(WHITE POWDER) — CODE YELLOW

30.1 Mail Handling Emergency Procedure Guidelines
All employees must be aware of the following points when handling mail:

Responding Authority

The@ ervices in all parts of Australia are the Authority who are equipped and trained to deal
with a gonse to a Chemical, Biological, Radiological or Nuclear (CBRN) incident.

The Polic he responding Authority for all Improvised Explosive Device (IED) incidents.

30.3 Mai O“@in Procedures

= |f possible, a dedé room should be set aside for mail handling / opening;

=  Personal Protection ept (PPE) and other equipment must be available — impermeable
gloves (e.g., disposable cal gloves), face mask, large garbage bags or disposable plastic

paint drop sheets, A4 sized pWIeeves;
= Risk assessments for level of hould be conducted on a regular basis;
= During periods that are assessed as

face mask fitted but in the interest o
disposable surgical gloves be worn at a

wlrisk, staff may possibly open mail without having a
iepe it is recommended that impermeable

= As the perceived level of threat increase so

s the importance of utilising all available
PPE; <§>

= All incoming mail must be screened for suspicious ife endent on the risk assessment;

=  Employees who will be opening mail must receive traintng i%mail handling procedures;

=  Warning / instructional signs should be displayed in the ro é
30.4 Identifying Suspicious Mail Items @
When looking for suspicious items the following features should attract a@on:
= Unexpected deliveries left in the office; =  Misspelling of comm@ds;
. . o’ AR
=  Handwritten or poorly typed address; = There are stains or greas ? ;
=  Excessive postage has been paid; = No return address; /
= |ncorrect titles; =  Letters have stiffening in them; @
= The weight is unexpectedly high for the = Excessive securing material such as ta;O
size of the article; or string;
=  Titles but names omitted; =  Foreign mail, air mail and special

delivery items;
= There are holes that could have been Y

made by wires; = An unusual odour.
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30.5 GUIDE - Suspected Biological Item - Contained

Remain calm at all times to prevent unnecessary alarm to other employees or members of the
public.

=  All occupants must remain in the room. This is to prevent possible cross contamination of
other staff members who have not been directly exposed. Remember you are not in
immediate danger;

Ensure you are wearing a face mask and impermeable gloves;

Olose all entrances and windows to isolate the immediate area;

ce in a prominent location;
=  Shut (@%nd or air-conditioning plant where possible to do so without leaving the room;
a ual Call Point is available operating this device will normally shut down
th jtioning system

= Call ZERO ZERO 0) and ask for the Fire Service Operator (HAZMAT) and give them

the details of the su Wh Move as far as is practicable away from the suspect item;

=  Contact your building C Warden.
Critical Points for Empl

Keep your hands away from your face, e@ially the mouth and eyes.
T.E.S.T.

Avoid:
TOUCHING GO/

EATING

SMELLING %
TASTING %
tr

If possible after following the procedures wash any contaminated skin. Use efe care if

removing contaminated clothing.
9/
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30.6 GUIDE - Suspected Biological Item - Spillage

Remain calm at all times to prevent unnecessary alarm to other staff or members of the public.

=  All occupants must remain in the room. This is to prevent possible cross contamination of
other employees who have not been directly exposed. Remember you are not in immediate
danger;

=  Ensure you are wearing a face mask and impermeable gloves;

Close all entrances and windows to isolate the immediate area;

aere practicable cover the suspected contaminant with an upturned waste receptacle or
overing such as plastic garbage bag, plastic sheet, coat or similar. All action must be in
and calm way to prevent creating turbulence which may cause the agent medium

(e.g to become airborne;
=  Shut off f ﬁd or air-conditioning plant where possible to do so without leaving the room;

NOTE: If o@f/ Call Point is available operating this device will normally shut down
the ai /

itioning system

= Call ZERO ZERO ZER
the details of the suspe

and ask for the Fire Service Operator (HAZMAT) and give them
m. Move as far as is practicable away from the suspect item;

=  Contact your building Chief .
Critical Points for Employ@

Keep your hands away from your face, e ally the mouth and eyes.

T.E.S.T.

TOUCHING GO/
EATING %

SMELLING

TASTING GO

If possible after following the procedures wash any contaminated skin. Use ex@car
removing contaminated clothing.

Avoid:
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31. BUILDING SERVICES / SYSTEMS FAILURE
PROCEDURES - CODE YELLOW

31.1 Introduction

alth and safety of the occupants. The range of building services/systems includes services
ch)as Electrical Power, Lighting, Lifts, Gas Service, Heating Ventilation and Air Conditioning
s (HVAC), Fire Safety Systems (Fire Detection/Suppression Systems), Emergency
Eva QLighting, Communication Systems, Waste Treatment and Water Supply.

:Building services/systems will include statutory features installed within a building to protect the

The te failure of an individual service or system may not present a risk to the health and
safety of t ants that requires either evacuation or an immediate shut down of the
building. Ho é he temporary failure of a combination of features (for example all the fire
safety systems an@ acuation lighting) or the temporary failure of a particular service during
adverse conditions ;fmple the failure of the HVAC system during extreme weather
conditions) may requi vacuation of part or the entire building until the service(s) are

restored. Q
Building services / systems t could be involved include:

Air Conditioning Services % Emergency Warning Systems

Services Sewerage Systems O Gas Supply
Mains Power Supply O Security Systems

Bathroom and Toilet Facilities ift Services

Fire Alarm Systems @alator

31.2 Occupant’s Action

In the event of a building services/systems failure occupants s%onsider the following
action:

(a) Immediately advise their workplace manager, immediate sué or Warden who will
notify the Chief Warden; @

(b) Remain calm and continue with their normal work activities provid@e temporary
failure allows them to do so;

(c) Ensure that they do not use building services such as lifts/toilet facilities a oo that
may not be functioning correctly;

(d) Follow the directions of Wardens if there is a need to evacuate the building; :/
(e) Move to the designated assembly area; and @

Remain at the evacuation assembly area until directed to return by the Chief Warden or the C
officer in charge of the responding Emergency Service.
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31.3 The Chief Warden Shall Consider the Following Action

v Chief Warden’s Actions

O | Immediately report the building services/systems failure to the Facility Manager;
0 Place the Emergency Control Organisation (ECO) on standby and allocate some ECO
members to control the use of affected services/systems;
< l' Ensure that building occupants do not use building services such as lifts that may not be
4 functioning correctly;
ﬂplement a manual system of communication; and
0 @ te the need to evacuate the building; and, if necessary and dependent on the
e\ﬁi , commence a partial or full evacuation of the building.
Note: 4 fre is a failure of the building electrical system or fire safety systems the
q,

@ion of occupants must be ordered and completed before the battery power

/ gency lighting system for example, emergency lights and/or exit signs
(j tairwells) begins to fail.(especially in stairwells) begins to fail.

for

(espe

31.4 The Facility @ger Shall Consider the Following Action

v'  Facility Manager’s%ns

O | Take control of the incident;%

a Ensure that the Chief Warden ham med the nominated tasks;

O | Action any task not yet performed bmf Warden;

v

0 Conduct a situation analysis to determine @oacts of the temporary services/system

failure; /\
. . . . . . . ' . . . .

O | Liaise with the building security provider to ensur/%securlty of the entire building;

o Make contact with the provider of the defective ser‘vice uch other utility service
provider to determine the timing when services will re e;

0 Advise occupants of the situation including advice on the eSti period of temporary
failure;

o Make provisions to ensure that the subsequent commencement of’s ly (such as
power surge) does not create further emergency/crisis/issues; e@
Organise contractors to conduct interim repairs to any system/servic fitbcal to

O | the safety or security of occupants and the critical functionality of the buil ir% ems
including all emergency warning systems; £

v
O | Consider the use of temporary/portable substitutes to counter the temporary failm
v

O | Advise occupants of ongoing developments; \'(

O | Audit the facility to identify any secondary damage resultant from the incident; and

O | Arrange for contractors to carry out permanent repairs to the faulty building system.
Once an emergency is completed and/or at an appropriate time, the Facility Manager

O | must conduct a debriefing of the incident. Timing delays between an emergency
completion and the debriefing should be avoided wherever possible.
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32. LIFT ENTRAPMENT - CODE YELLOW

The temporary failure of lifts may cause stress to those persons entrapped so quick response to
rectify the situation and to provide moral support is required. It will also have a short-term
impact on entering and leaving the building for other occupants.

Every situation is different. In every case, the Chief Warden should make a determination

&garding the course of action to take.
@'on: The safety of those inside the lift car is of primary importance. Emergency

O evacuation is dangerous and should only be done by a professional lift technician

p or trained Fire Service personnel.
Step O
The Chief Wa

or their delegate is to establish contact with the people in the lift through the
communication sySteg one or intercom) or through the lift doors. Explain that the lift is
experiencing a tem%roblem and that qualified personnel are being called to release them.
Assure passengers tha @are safe and MUST NOT attempt to free themselves by prying doors
or similar dangerous actiwi w to determine the location of the car in the lift shaft, the

number of people and if an is injured or if any life-threatening situation exists. Find out if
the lights are on in the lift car any happened immediately before the lift car stopped.

Passengers should be asked if any ped the stop button. If so, the button should be
returned to its original position. This Ive the problem immediately.

Try to keep passengers calm and assure t t you will get them out as quickly and safely as
possible. Either the operator or a designate s@n should stay in communication with
passengers.

Contact the Facility Manager. @

Step 2 :/

The Facility Manager will call the lift service company and req gency service. Tell them
that people are in a stalled lift. Ask the operator to provide you Estimated Time of
Arrival (ETA) of support personnel. @

Step 3

Once emergency notification is completed, let the people in the lift know that h is on the way,
and give them an ETA if possible. Keep them informed. /‘ Y
Note: If a life-threatening emergency exists and the lift company’s ETA is too/ Neall

the Fire Service.
Building ECO personnel should never attempt any evacuation without lift se
company or Fire Service personnel involvement. O

Instruction of Employees

Ensure that employees are appropriately instructed on how to react in the event of elevator
entrapment.
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Entrapped Person Procedures

= Do not attempt to open the elevator doors. This is very dangerous and could result in injury
to your or others in the lift car;

= Press the button that is marked, 'Push to call'. Please note, you must hold down the button
for 5 seconds;

= A monitoring centre operator will answer your call for help:

O: Once the operator receives your call, please tell the operator;

O o Your name and building address;

O o Your situation;
é Your lift number (located above the panel) and building location.
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33. DEFINITIONS

For the purpose of this document, the
definitions from AS 3745-2010, the Building
Code of Australia (BCA), Occupational Health
and Safety legislation (OH&S), Australian
Federal Police Bomb Data Centre and those

low apply.
Minutes Pty Ltd acknowledges the

ofigip@tion of the definitions and that it has no
copyrightéinterest with those used from the
above n ted published sources.

Active A

An armed offend(‘ is actively engaged in

killing or attemptinW ople, and who

demonstrated their in f o continue to do

so while having access to @ al potential

victims. In accordance with A& Active
orCro

Armed Offender Guidelines f d_Places.

Area O
A floor, zone or place within a building, O
structure or workplace that may be occupied@

people.

ffender

Assembly Area(s)

The designated place or places where people
assemble during the course of an evacuation.

Bomb

A device of any size or shape, which can look
obvious or be camouflaged, may vary in its
sophistication, and may not necessarily explode
(i.e. incendiaries, toxic/noxious substances,
sharps, animals/reptiles). May be referred to as
an improvised explosive device (IED).

o Bomb threat
A threat, written or verbal, delivered by
electronic, oral or other medium,
threatening to place or use an
improvised explosive, chemical,
biological, or radiological device at a time
or date or place or against any specific
person or organization.

o Courier-delivered bomb
An improvised explosive device (IED)
delivered by a courier.

F
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o Improvised Explosive Device (IED)
A device fabricated in an ad hoc manner,
which contains explosive components
designed to, or capable of, causing
unlawful injury or damage.

o Mail bomb
An improvised explosive device (IED) sent
through the postal system.

o Placed bomb
An improvised explosive device (IED)
hand-delivered or purposefully placed.

o Vehicle bomb
Vehicle Borne Improvised Explosive
Device (VBIED). An incident in which a
vehicle is used as the means of delivery
of a large IED.

Bomb Threat

A threat, written or verbal, delivered by
electronic, oral, or other medium, threatening
to place or use an explosive, chemical,
biological, or radiological device at a time, date,
place or against a specific person or

ion to be taken by the offender.

&ganization. It is not necessary for any other

B g, Structure and Workplace

A buildigg?str
occupied
factories, publj
apartment build
occupied by peopl

Chief Warden O

/\ .
The person selected to head"t ergency
Control Organisation. The Chie shall
have a good knowledge of the buifdi

structure and workplace.

ure or workplace that is

le, i.e. offices, warehouses,
ildings, shopping complexes,
r a place that may be
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Designated Building Entry Points Emergency Planning Consultant
(DBEPs)

A person who has acquired through training,
education, qualification and experience the
knowledge and skill enabling him/her to advise
on human behaviour, fire safety systems,
evacuation methodology, emergency
preparedness and response and the
development of an emergency plan.

In compliance with AS1670.1 each building with
an Automatic Fire Alarm that is required to be
connected to a Fire Brigade or independent
monitoring centre must have a Designated
ilding Entry point (DBEP). The DBEP will

ally be the main entrance to the building.

ulatory authority may require large Emergency Prevention
o be equipped with multiple DBEPs.

The measures taken, including the regulatory
and physical measures, to ensure that
emergencies are prevented, or their effects
mitigated. The goal of emergency prevention is
ointed by the to eliminate or reduce the incidence or severity

ee to direct and of emergencies.
the facility's

(ECO)

A person or persdns,
emergency plannin
control the implement

Emer fControI Organisation

emergency response proc Emergency Response Procedures
Emergency O A documented scheme of assigned

Q responsibilities, actions and procedures within
An event that arises internally, or f 0”‘3' a designated section of the emergency plan, to

requires an immediate response. Emergency Response Team (ERT)

occupants or visitors in a facility, and whicO:

Emergency Management Manual Specialist personnel, appointed to attend
ecific incidents, to contain, control or

The written documentation of the emergency @ inate the emergency using emergency

event arrangements for a facility generally @‘ equipment.

made during the planning process. It consists of

the preparedness, response and recovery Evacuation

activities and includes the agreed emergency

management roles, responsibilities, strategies, The order ément of people from a place

systems and arrangements. of danger. @

Emergency Plan Evacuation Di m/Sign

The written documentation of the emergency Emergency and evacuati ormation about

arrangements for a facility, generally made the facility, Fomprising J’
during the planning process. It consists of the representation of a floor or ar.

other
preparedness, prevention and response relevant emergency response ir@fon.
activities and includes the agreed emergenc . .

e & sency Evacuation Exercise @
roles, responsibilities, strategies, systems and

arrangements. An emergency response exercise in whicIQ

Emergency Planning Committee exercise 5|rT1uIates an emergency that requires
an evacuation.

(EPC)

Persons responsible for the documentation and
maintenance of an emergency plan.
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Emergency Alarm Initiating Device
(EAID)

An Emergency Alarm Initiating Device (EAID) is
part of the group which has the broad term
Emergency Call Point (ECP). It is similar in
construction to a Manual Call Point (MCP) but is
hite in colour. They are installed for use by

o ants to actuate the EWS within the

c re ONLY and will not advise the Fire
Ser

Emer Call Point (ECP)
The term Ené Call Point (ECP) refers to a

group of deV|ce e used to raise an

alarm. The deV|ces » Manual Call Points,
Emergency Alarm Initi evices, Pull
Alarms, Duress Alarms a @rgency

Telephones.
Emergency Door Release )

An Emergency Door Release (EDR) is si@ in

construction to a Manual Call Point (M @IS
green/white in colour. They are installed

use by occupants to override electronic door
locks.

Emergency Warning and

Intercommunication System
(EWIS)

A combined emergency warning and
intercommunication system that facilitates both
way communications and control during an
emergency.

Emergency Warning Systems
(EWS)

A system to provide a distinctive audible signal,
verbal address, and visible signals as required,
for emergency alarm purposes.

Evacuation Route

1) An evacuation route, in relation to a
building, means:

a) A path of travel from any place in the
building, through a final exit of the
building, to a place of safety outside
the building; or
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b) Otherwise, a path of travel from a
common area of the building, through a
final exit of the building, to a place of
safety outside the building.

2) An evacuation route includes the space
above a path of travel.

Evacuation Time

Evacuation time means the time calculated
from when the emergency starts for the
occupants of the building to evacuate to a safe
place appropriate to:

a) The number, mobility and other
characteristics of the occupants; and

b) The function or use of the building; and

c) The travel distance and other
characteristics of the building; and

d) The fire load; and

e) The potential fire intensity; and
f) The fire hazard; and

g) The fire hazard properties; and

h) Any active fire safety systems installed in
the building; and

Fire brigade intervention.

F ?f{y

A struct%w rkplace that is, or may be
occupied le (occupants).

NOTE: Qevunt Commonwealth,
S Territory Workplace
health ghd safety statutes for the
definition orkplace’.

Fire Safety System /}'

Fire safety system means one OQ/

combination of the methods used i
building to

a) Warn people of an emergency; or :

b) Provide for safe evacuation; or
c) Restrict the spread of fire; or
d) Extinguish a fire, and includes both active

and passive systems.
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Fire Service

This term only refers to statutory authorities
established under an Act of Parliament having
as one of its functions the protection of life and
property from fire and other emergencies. It
may be a professional brigade with full-time
fire-fighters, or a volunteer brigade. Many
@panies employ their own private fire
I s. The standard of these private fire

aries greatly. They are excluded from
ion of a fire service.

cuation Instructions

Fire and evacua \%structions for a building,
means general evac n jnstructions, first-
response evacuatio ions or evacuation

coordination instructio @He building.

Managing Entity (Occ@ér)

The managing entity, of a multi-ocglpa
building, means the entity that is th&0
of, or in control of, the general access awe8s
the facility.

Examples of entities that may be managing
entities of buildings include a body corporate or
the owner of a building.

Manual Call Point

Operation of a Manual Call Point (MCP) shall
require the breaking, or appear to require the
breaking, of the frangible element to manually
raise the alarm. The frangible element which is
capable of being broken or appearing to be
broken forms part of the front cover of an MCP.

The body of a Manual Call Point shall be red in
colour.

Master Emergency
Communications Point (MECP)

The location within the building from where a
warning system can be activated and from
where instructions can be relayed to the
Warden Intercom Points.

Occupant

People at a facility, whether inside or outside it,
whether permanent or temporary.

F
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Occupant Warning Equipment

Systems and devices that operate to alert
people within a facility to an emergency.

Notes: 1. Examples of occupant warning
equipment are emergency
warning and intercommunication
systems (EWIS), sound systems
for emergency purposes
(S.S.E.P.), smoke alarms, pagers,
visual warning systems including
strobe lights, hand-held alarm

devices, and intercom systems.

2. Occupant warning equipment
may operate as part of a fire
detection and alarm system and
may function in conjunction with
other emergency detection
systems, such as those for
storms, earthquakes and bomb
threats.

Occupier

The entity that is the occupier of, or in control
of, the general access areas of the facility.

erformance Solution
efformance based approach to the fire
sa ﬁjes as recognised by the Building Code
of Alrstralffa, (BCA). This approach allows the
fire saf isions within the building to be
designed i ost flexible, cost-effective and
practical man est suit the specific
building and its cy.

Person Condu&g E Business or

Undertaking (PCB

(PCBU) is the main duty holder e WHS
Act. They are usually the employ¢€ ay be
a partnership, company, unincorpora

dy
or association, a sole trader, a governme@
department or statutory authority.
A volunteer organisation is a PCBU if it employs
one or more paid workers.

/\ .
A person conducting a busin wdertaking
d

Throughout this document a PCBU may be
referred to as an ‘occupier’.
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Persons with Special Needs

A person who is unable to effectively, or who
requires assistance to respond to an emergency
in, or participate in an evacuation from a
facility.

Refuge

n area on a floor or area that is specifically
esigned to protect people from heat, smoke

xic gases and which provides direct
sg)to an exit.
1) @Iace;

2) A pIQf afety within a building:
a) Whé under threat from a fire;

and

b) From which ple must be able to
safely disp f escaping the
effects of an e %ncy to aroad or

open space; or

3) Aroad or open space. a

Staging Area

An area in a facility where occupant;

Visitor
A person who is within a facility who is
temporarily visiting the facility and is not—

a) Employed at or for the facility, either
on a permanent casual, temporary,
contracting basis;

b) A resident/inmate; or
c) Studying at the facility.

Note: Visitors include customers and
clients.

visitors are intended to gather in prep@
for an evacuation. é :

ES

Warden Intercom Point (WIP)

The location on a floor or evacuation zone,
where equipment is provided through which
instructions can be received from the
controlling emergency control panel via the
emergency intercommunication system.

Workplace

Any place where work is, or is to be, performed
by:

(a) A worker who does work whether the
person engaged works for gain or reward
or on a voluntary basis; or

(b) A person conducting a business or
undertaking.

Note: This definition includes places
commonly recognized as
workplaces, such as offices,
shops, factories, construction
sites and hospitals. It also
includes many other types of less
obvious workplaces, such as
mines, underground tunnels,
railway stations, care facilities,
goals, etc.

See relevant Commonwealth,
State and Territory Workplace
Health and Safety statutes.
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34. EMERGENCY ALERTS

Emergency Alert is the national telephone warning system used by emergency services to send
voice messages to landlines and text messages to mobile phones within a defined area about
likely or actual emergencies.

Emergency Alert is just one way of warning communities and will not be used in all
circumstances. Emergency Alert relies on telecommunications networks to send messages, and

0essage delivery cannot be guaranteed.
99 are a range of reasons why you may not receive a text message on your mobile phone

your text message inbox was full or your mobile phone was switched off or not in

cov
You nee ain alert, monitor the outside environment for signs of the event and actively
seek inform Tune into your emergency broadcasters: ABC and commercial radio stations,
and SKY New fire updates and warnings during the fire season.

34.1 Fire Da /ating (FDR)

The Bush Fire Danger R ive you an indication of the possible consequences of a fire, if one
was to start.

Bush Fire Danger Ratings are bas predlcted conditions such as temperature, humidity, wind
and the dryness of the landscape.

The higher the fire danger rating, the ;Oangerous the conditions.

P2
%
%
%

3y,

M

34.2 Resource Websites

Bureau of Meteorology www.bom.gov.au O
Victoria

MFB www.mfb.vic.gov.au

CFA www.cfa.vic.gov.au

SES WWW.ses.vic.gov.au
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35. EMERGENCY PROCEDURE FLOW CHARTS

35.1 Chief Warden Emergency Procedures Flow Chart

Proceed to the Master
Emergency Communication

Point (MECP) and determine
the type and location of
O the incident.

O Contact the incident area and
O/ request that an investigation

be carried out.

O/ Advise other areas that the
/S incident is being investigated.

ARDENS REPORT

Direct Wardens in the affected
area to commence evacuation.

Advise all areas of the
unwanted (false) alarm.
Wardens in the affected area
to stand-by, all other wardens
directed to stand-down.

Direct evacuation of other For multiple level buildin
areas as required. | direct evacuation of the
affected floor, two floors
above and the floor below
in the first instance.

Advise other Wardens of
status of the incident.
Secure Lifts if installed.

Stand-by at the MECP and
receive reports from
Wardens on the Status
of the Evacuation.

ef the Emergency Services
ctions taken upon

NOTE
1. Keep all conversations short and to the point
2. The “Status of the Evacuation” reports from the

Brief the Emergency Services }lNardens Cffluld include:
of the status of the ALL CLEAR
evacuation and actions “PERSONS WITH SPECIAL NEEDS”

taken upon their arrival. “PERSONS REFUSING TO COMPLY”
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35.2 Warden Emergency Procedures Flow Chart

If incident has originated
from your area.

INCIDENT OCCURS

If a fire is detected, ¢
the Emergency Service
notify the Chief Warden.

Move unessential personnel
from the incident area.

EVACUATION REQUIRED

If incident has originated
from another area.

Remain on alert and await
instructions from the
Chief Warden.

Assemble occupants at the

ALL CLEAR

Emergency Exit

or Staging Area
When re' y, commence

ac on.

Return to normal activities.

If safe to do so, extinguish
the fire.

Report result to the
Chief Warden.

Conduct final check‘of
area if it is safe to do so
and report the status to

the Chief Warden.

NOTE

1. Keep all conversations short and to the point
2. The “Status of the Evacuation” reports to the
Chief Warden could include:

“ALL CLEAR”

“PERSONS WITH SPECIAL NEEDS”
“PERSONS REFUSING TO COMPLY”
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EMERGENCY PROCEDURES

WHEN YOU DIAL

Ask for the relevant service operator (Police, Fire,
Ambulance) and pass on the following details.

A POLICE

000 FIRE

EMERGENCY AMBULANCE

B STAY (LOCKDOWN)

Gather people togett

Close and lock windows ¢ /
Close blinds & turn off light /
Switch mobile phones to silent

Switch off mobile phone vibrate fu%
KEEP CALM & REMAIN QUIET

Barricade door with furniture if necessary
Await instructions of lockdown completion

In a life threatening emergency call 000

Pull

Pull the pin (test).

Aim
Aim the nozzle at the
base of the fire.

Squeeze

Squeeze the operating handle
while holding hose.

Sweep

Sweep the extinguishing agent from
side to side at the base of the fire.

0

Q

The type of emergency

Street name & number and nearest cross street
Suburb

Street Directory reference (if known)

Any other information requested by the operator

X GO (EVACUATION)

Commence evacuation when directed
Switch off plant & equipment

Assist mobility impaired persons

DO NOT RUN

Go to designated assembly area

DO NOT re-enter building until instructed
In a life threatening emergency call 000

BOMB OR SUBSTANCE

THREAT PROCEDURE
/]

e Remain 6

® Record exa ing of threat

o Keep the caller @ try to obtain as much
information as posSibl ng the Threat Checklist

e Do not hang up rece ,

® Report call to the CHIEF
MANAGEMENT and POLIC

Record details of caller’s voice an
background noise
Await instructions from authorised persons




EMERGENCY PROCEDURES

WHEN YOU DIAL
A PO L I C E Ask for the relevant service operator (Police, Fire,

Ambulance) and pass on the following details.

F I R E ® The type of emergency
® Street name & number and nearest cross street
® Suburb

IEEEEEN Y AM B U L AN CE : Street Directory reference (if known)

Any other information requested by the operator

RESPONS N EMERGENCY KNOW YOUR EXITS

If safe to@ move or rescue any

persons in | e danger.

Notify appropnat@ | or combating authority.
This usually involves Khe Emergency Number
and operating the nea @ alarm.

CONTAIN/ Close doors, and if safe to do ; deakwith the threat.
CONTROL
Q te to the

Remove all other persons from danger.

EVACUATE/ Assembly Area and remain there until advise :

EXTINGUISH otherwise by the Chief Warden.

BOMB OR SUBSTANCE
Pﬂﬂ ” ” THREAT PROCEDURE

Pull the pin (test).

Aim
Aim the nozzle at the
base of the fire.

e Im
Recoé ording of threat
Keep the&v king - try to obtain as much
informationﬁssible using the Threat Checklist
Do not hang up r
Report call to the CHI EN, YOUR
MANAGEMENT and POL&
Record details of caller’s voice %

background noise Q
Await instructions from authorised persons

Squeeze

Squeeze the operating handle
while holding hose.

Sweep

Sweep the extinguishing agent from
side to side at the base of the fire.
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37. EMERGENCY IDENTIFICATION AND ANALYSIS

Identification and analysis of potential emergencies likely to impact on the facility was
undertaken to determine which events required consideration as emergencies in this document.

Facility Risk Assessment Matrix

I%SCRIPTION OF TASK

RISK RATING

B. All Occupa

0. ikely
C. Public L
ﬁnost

Qn

¥ nsJAt Risk Likelihood Consequences 1-3 - Tolerable (T) No further action is required unless
circumstances change. Monitor situation.
A. Staff 1. Rare 1. Insignificant
Mem 4-8 - Moderate (M) Satisfactory, additional minor actions may
2. Possible 2. Llow

be required. Re-assess at review date.

3. Moderate 9-15 - High (H)

4.  Major

Unsatisfactory, priority action must be
taken. Review current methods and re-
assess.

5. Catastrophic
(1SO 31000)

16-25 - Very High (V)

Serious and imminent danger. Immediate
action must be taken. Re-assess after
control measures.

Fire — Minor
Internal

Fire — Major
Internal

Bushfire

Medical
Emergency

Bomb or
Substance
Threat

A, B, C

A, B, C

Fire equipmeiit in place. Fire
detection system in buiiding.
Expected rapid response from Fire
Brigade. Emergency Responsce
Procedures in place. ECO trained in
reacting to fires.

Fire equipment in place. Fire
detection system in building.
Expected rapid response from Fire
Brigade. Emergency Response
Procedures in place. ECO trained in
reacting to fires.

Emergency response procedures,
prevention procedures and control
measures including early evacuation
in place.

May not be a response from
emergency services.

Emergency procedures in place. If
necessary trained First Aid
personnel and First Aid kits
available. Refer to Code of Practice
“First Aid in the Workplace” for
requirements.

Bomb and Substance threat
procedures in place. ECO trained in
Bomb and Substance threat
procedures.
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Are Existing

- Risk Score =
Hazard Hazard Persons Likelihood Consequences Control

e . C | Measures In Place Consequence

N° Identified at Risk 1-5 1-5 - Measures
X Likelihood

Adequate

2

Tolerable

5

Moderate

8

Moderate

6

Moderate

6

Moderate
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Earthquake

Civil
Disturbance

Flood /
Storm Surge

Cyclones

Personal
Threat

Active
Armed
Offender

Emergency response procedures in
place. ECO trained to be self-reliant
as impact will be extensive.

Emergency response procedures in
place. Expected rapid response from
emergency services.

Emergency response procedures in
place. Pre-incident procedures to
prepare occupants and protect the
infrastructure and equipment. The
building is assumed to be
constructed to meet the current
wind rating standard for the area.

Emergency response procedures in
place. Pre-incident procedures to
prepare occupants and protect the

infrastructure and equipment and
evacuation routes are designated.

Emergency response procedures in
place. Pre-incident procedures to
prepare occupants and safeguard
the facility.

Emergency response procedures in
place. ECO trained in Personal
Threat response. Access security in
place. Expected rapid response from
emergency services.

Emergency response procedures and
control measures in place. ECO
trained in Active Armed Offender
response. Expected rapid response
from emergency services.

8

Moderate

3

Tolerable

8

Moderate

6

Moderate

8

Moderate

6

Moderate

8

Moderate

13 Chemical, A, B C Emergency response procedures in 1 4 5 5 Yes
Biological or place. ECO trained in reporting @
Radiological procedure. Expected rapid response Moderate
Emergency from emergency services.
14 Hazardous A, B C Emergency response procedures and 2 4 £>/\ < Yes
Materials control measures in place. Expected
Incident rapid response from emergency enate
services. /
15 Building A, B Emergency response procedures in 2 2 4 es
Services / place. Possible delay in response ‘a
Systems from Emergency Services and Moderate
Failure Utilities.
16 Lift A B Emergency response procedures in 2 2 4 Yes
Entrapment place. Expected rapid response from
emergency services and contractors. Moderate
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