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 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 
emergency up to the arrival of the attending emergency services. 
Emergency Training 
The Emergency Management Manual also provides guidance on training requirements for the 
Emergency Control Organisation and all building occupants. 

The Emergency Control Organisation and all building occupants are required to be trained in emergency 
procedures. All staff members and Wardens should also be instructed on the actions necessary on the 
activation of the Sound System and Intercom System for Emergency Purposes (if applicable). 
Recovery 
Once the emergency has been dealt with and all threat to life safety has been removed, the 
implementation of an incident, disaster and/or Business Continuity Plan will usually be required.  This 
document does not provide any guidance in relation to a Business Continuity Plan situation. 

Security 
As this is a public document it does not make any reference or include activities of either a confidential 
or security matter. Those issues are outside the normal ECO role and are considered far too sensitive for 
public disclosure. 

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

(a) Headings are for convenience only and do not affect interpretation; 
(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 grammatical forms have a corresponding meaning. 

First 5 Minutes Pty Ltd 
First 5 Minutes Pty Ltd, Australia’s leading fire and evacuation specialist, has been appointed to 
establish an Emergency Management Manual for 333 Collins Street, Melbourne, VIC 3000. 

Occupants of this facility are reminded of their legal and moral obligations to make time available for 
Wardens and employees to participate in Emergency Control Organisation meetings and an annual 
evacuation exercise. This training will assist occupants in meeting their obligations under the Victorian 
Occupational Health and Safety Act 2004 and the Occupational Health and Safety Regulation 2017. 

All copyright and other intellectual property rights in any software, designs, inventions, manuals, 
procedures, policies or creative works (Intellectual Property Rights) owned by First 5 Minutes remain the 
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. 
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 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. 

Should First 5 Minutes Pty Ltd cease to provide services to this property this will become an 
uncontrolled document. 

VERSION DATED REVISION DETAILS NAME SIGNATURE 

333COL_v1.00 31/01/2022 Initial issue. Simon Robson  

     

     

     

     

     

     

 

Emergency Procedures  
Simon Robson, First 5 Minutes Pty Ltd. 

National Technical Services Manager/ Compliance 
Fire Safety Advisor 

Scope 
Develop, approve and certify emergency evacuation procedures for the controlled evacuation of 
buildings, structures and workplaces during a fire emergency. 

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

Please direct any queries relating to these procedures to any First 5 Minutes office. Contact details are 
available at www.first5minutes.com.au. 



 

333 Collins Street, Melbourne, VIC 3000 
333COL_v1.00 dated 31/01/2022 - © Copyright First 5 Minutes Pty Ltd  

6 

 HOW TO CALL ZERO ZERO ZERO (000) 
  

 
 

Stay focused, stay relevant, stay on the line 

The ZERO ZERO ZERO (000) service is the quickest way to get the right emergency service to help you. 
You can contact Police, Fire or Ambulance in life threatening or emergency situations. 

Assess the situation 
 Is someone seriously injured or in need of urgent medical help? 

 Is your life or property being threatened? 

 Have you just witnessed a serious accident or crime?  

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

Make your call 
 Stay calm and call Triple Zero from a safe place; 

 When your call is answered you will be asked if you need Police, Fire or Ambulance; 

 If requested by the operator, state your town and location; 

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

 When connected to the emergency service, stay on the line, speak clearly and answer the questions. 

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

Providing location information 
 You will be asked where you are; 

 Try to provide street number, street name, nearest cross street and the area; 

 In rural areas give the full address and distances from landmarks and roads as well as  
the property name. 

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

 If 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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 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. 

CHIEF WARDEN CONTACT DETAILS 

Company Name:  

Contact Person:  

Address:  

Telephone:  

Email:  

 

BUILDING OWNER CONTACT DETAILS 

Company Name:  

Contact Person:  

Address:  

Telephone:  

Email:  

 

MANAGING ENTITY CONTACT DETAILS 

Company Name:  

Contact Person:  

Address:  

Telephone:  

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) 

SES 132 500 

Poisons Information Centre 131 126 

 

MEDICAL SERVICES 

Ambulance ZERO ZERO ZERO (000) 

Medical Practice - Business hours  

Hospital with comprehensive emergency facilities  

 

KEY INFRASTRUCTURE/PUBLIC SERVICES – KEY CONTACTS 

Local Government Authority  

WorkCover Authority - reportable incidents  

Environmental Protection Agency  

 

UTILITIES 

Water supply  

Gas supply  

Power supply  

 

Wardens Contact Details 
The register for the Wardens is available by going to the building Emergency Control Organisation 
details at http://webconnect.first5minutes.com.au and accessing the Warden Register. 
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 EMERGENCY MANAGEMENT MANUAL 
REQUIREMENTS 
5.1  Introduction 

This Emergency Management Manual detailing in part emergency response procedures has been 
developed for the guidance and information of the occupants of 333 Collins Street, Melbourne, VIC 
3000. 

During an emergency, all occupants may have to be evacuated from this facility to a safe place of 
assembly. These procedures have been designed to enable the safe evacuation of the occupants. It is 
mandatory that these procedures be actively supported and adopted by all occupants. 

5.2  Induction and Annual Training of Employees in Fire Safety  

A person conducting a business or undertaking must ensure that all employees other than their 
Emergency Control Organisation (ECO) representatives are advised of the procedures to be followed in 
the event of an emergency within the facility. This should include: 

(a) The procedure to be followed in the event of an emergency incident; 

(b) The means of escape from a building in the event of an emergency incident; 

(c) The location and method of operating firefighting equipment, fire alarms or equipment warning 
of fire; 

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

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

The employees’ training should be conducted within two days of commencement of work in the building 
and should be repeated annually. 

5.3  General Requirements 

The Building Owner/Managing Entity must ensure this Emergency Management Manual is kept in 
written or electronic form and is readily available to all building occupants. 
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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. 

5.5  Types of Emergencies That Could Affect a Facility 

Australian Standard 3745-2010 lists the types of emergencies that could affect a facility.  
This can include: 

 Bomb threat  Hazardous Substances Incidents 

 Bushfire  Medical Emergency 

 Chemical, Biological and Radiological  Severe Weather/Storm Damage 

 Civil Disorder  Structural Instability 

 Cyclones, including Storm Surge  Terrorism 

 Earthquake  Lift Entrapment 

 Fire  Building Services Failure 

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

 

Building Characteristics 
The building has a rise in storeys of 29. 

 

Building Classification 
The classification of a building, or part of, is determined by the purpose for which it is 
designed, constructed or adapted to be used.  
The classifications for this building are Class 5 and Class 7a. 

 

Approximate Number of Persons  
Occupying the Building 
Number of persons: 5000 

 

Number of Tenancies 
Tenancies: 30 

 

Hours of Occupancy 
Monday 7:30am – 6:30pm 

Tuesday 7:30am – 6:30pm 

Wednesday 7:30am – 6:30pm 

Thursday 7:30am – 6:30pm 

Friday 7:30am – 6:30pm 

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

Note:  This refers to the period of occupancy when there are Warden 
Representatives for all areas of the facility. 

 
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.  
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 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 
retained. In most facilities, the EPC would comprise of Senior Management, Tenants, Chief Warden and 
Facility Specialists. 

Building owners, agents, occupiers, lessors or their representatives, should ensure that leases not only 
cover the safety of occupants in an emergency, but include obligations for occupants to participate in 
emergency planning and evacuation exercises and acknowledge the authority of designated wardens in 
emergency situations. 

The EPC shall determine the number of Emergency Control Organisation (ECO) personnel required 
consistent with the nature and risk of the facility. The EPC shall also ensure that the personnel are 
appointed to all positions on the ECO but particularly, the Chief Warden group, and that arrangements 
are made for the training of ECO personnel, including evacuation exercises. 

The EPC shall arrange the immediate replacement of Wardens who are no longer available and nominate 
suitable persons to cover short term absences. 

7.2  Indemnity – Employer to Employee 

Employees are appointed to an Emergency Control Organisation (ECO) to support their employer to 
discharge an obligation that their employer has under health and safety legislation enacted in each State 
and Territory. When an employee is appointed to the ECO by their employer the role as a Warden 
should be deemed to be part of their normal employment duties and as such protected under the 
Vicarious Liability provisions applicable to an employer/employee relationship.  All employers are bound 
by the Vicarious Liability principles applicable to all their employees for all reasonable employee actions 
during the normal course of their employment. 

For further clarification please consult with a legal practitioner. 

7.3  Emergency Control Organisation 

The Emergency Control Organisation (ECO) has been established to deal with all emergency incidents 
that may affect the safety and wellbeing of building occupants and members of the public who may be 
in the building or within the precincts. The specific roles for each position are detailed in this section. 

7.4  Selection of ECO Members 

AS 3745-2010 recommends that persons appointed to the Emergency Control Organisation (ECO) should 
be physically capable of performing their duties, have leadership qualities and command authority, have 
maturity of judgment, have good decision-making skills, be capable of remaining calm under pressure, 
be familiar with their future areas of responsibility, be available to undertake their appointed duties, 
have clear diction and be able to communicate with the majority of occupants and visitors and be willing 
and able to undertake relevant training. 
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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  Identification of Emergency Control Organisation Members 

During any emergency situation control will be greatly assisted by the quick identification of Wardens by 
occupants, members of the public and the Emergency Services.  The use of either coloured caps, safety 
helmets, vests or tabards best achieve this identification.  The appropriate colours are: 
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7.7   Warden Identification 

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 

Chief Warden WHITE 

Deputy Chief Warden WHITE 

Communications Officer WHITE 

Area / Floor Warden YELLOW 

Warden RED 

First Aid Officer GREEN (white cross on green background) 

 

IT SHOULD BE CLEARLY UNDERSTOOD THAT THE PRIMARY DUTY OF WARDENS IS NOT TO COMBAT 
EMERGENCIES BUT TO ENSURE, AS FAR AS PRACTICABLE, THE SAFETY OF THE OCCUPANTS AND THEIR 

ORDERLY EVACUATION FROM THE DANGER ZONE 

7.8  Maintenance of the Emergency Control Organisation 

To maintain the effectiveness and efficiency of the Emergency Control Organisation a determined effort 
is required by all occupants of the building, particularly persons in charge of a workplace, to ensure the 
following is maintained: 

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

(b) A Warden Register containing the name, telephone number and location of all members of the 
Emergency Control Organisation within the building is implemented and maintained; 

(c) Regular meetings of the Emergency Control Organisation should be convened to provide training 
for Wardens. Meetings should be held at intervals not greater than six-months; (Ref AS 3745-
2010) 

(d) Evacuation exercises shall be held annually for the Emergency Control Organisation and building 
occupants to practice the building’s emergency procedures. A debriefing of the Emergency 
Control Organisation to identify any deficiencies in the procedures should follow each exercise. 
All occupants are encouraged to participate in evacuation exercises to ensure they are familiar 
with Emergency Procedures. Participation in these exercises will assist Building Owners/Tenant 
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. 
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 EVACUATION ASSEMBLY AREAS 
Two main Evacuation Assembly Areas has been established for this facility. 

 Evacuation Assembly Area 1 is located at Queen Street. 

 Evacuation Assembly Area 1 is located at Elizabeth Street. 

 
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. 

8.1  Master Emergency Communication Point 

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

 The Master Emergency Communication Point for this building is located the Fire Control Room 
(FCR) on the ground floor. 

Should the Chief Warden be 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 alarm can be raised by: 

a) Ringing the Emergency Services, calling ZERO ZERO ZERO (000); 

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

c) Operating any device that will sound the Emergency Warning System. 
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8.3  Outside Normal Working Hours  

If an incident occurs in the immediate area that could impact on occupant safety or the emergency 
warning system sounds outside normal working hours, persons working in the facility should alert others 
in their area (if it is safe to do so), activate the emergency warning system by any available means, 
notify the relevant Emergency Service on ZERO ZERO ZERO (000) and leave their area via the emergency 
exits. 

If the assembly area is in a remote location where an individual's personal safety 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 in close proximity to 
the facility entrance where they can also pass on any relevant information to the responding Emergency 
Service. 

Do not re-enter the facility until directed that it is safe to do so by the senior Emergency Services 
Officer. 

Note:  If the alarm sounds or an incident occurs outside normal working hours, a person with 
special needs who cannot traverse the emergency exits should telephone the Emergency 
Services on ZERO ZERO ZERO (000) and pass on relevant information including their 
location within the building. 

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 
needs for further information. 
8.5  Use of Lifts 

In a multi-level building an occupant or member of the public will normally have no indication of why an 
Emergency Warning System has sounded and as such, lifts should NOT BE USED by occupants or 
members of the public if the Emergency Warning System sounds or if there is physical evidence of a fire. 

Lifts are not to be used in a fire, or suspected fire situation, because: 

a) Lifts may stop owing to electrical or mechanical failure; 

b) Smoke can enter lift cars and shafts; 

c) The lift may be called to the fire-effected floor; 

d) Lift doors with sensors may not close if smoke has broken the beam. 

Certain lifts may be used to transport Emergency Services personnel or to evacuate a person with 
special needs strictly under the control of the attending Emergency Services. 
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8.6  Movement of Motor Vehicles During an Emergency 

Vehicles may be removed from a car park only after personnel have been evacuated and only with the 
approval of the senior Emergency Services Officer or Police. 

In the event of an incident requiring evacuation of the car park, measures must be implemented to 
immediately restrict the entry of vehicles into the car park and to allow 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 or a nominated 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 the facility. 

Care should be taken to avoid traffic jams in the immediate neighbourhood of the 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 the vehicle exit route 
from the car park, car park attendants and or Wardens are to instruct all drivers of vehicles-in-transit to 
stop engines, alight from their vehicles, secure their vehicles and evacuate the car park using the 
emergency exits. Drivers of evacuated vehicles must be restricted from re-entering the car park until the 
official All Clear is given by the Chief Warden or attending Emergency Services. 

For this procedure to work effectively there needs to be a communication system in place to allow 
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. 
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 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 
Evacuation Orange 
Fire/Smoke Red 
Cardiac Arrest/Medical Emergency Blue 
Bomb Threat Purple 
External Emergency Brown 
Personal Threat (armed hold-up, hostage, siege or 
other situation involving high risk or injury, 
unarmed confrontation e.g. psychiatric, assault, 
geriatric, violence, suicidal threat) 

Black 

Internal Emergency (failure of or threat to essential 
services, hazardous materials incident) Yellow 

For all clear the relevant colour code shall be stated followed by all clear. 

Notes: 1. The response to Personal Threat (Code Black) should be developed in consultation with  
external services and agencies such as State authorities and police. 

 2. The colour green SHOULD NOT be used to indicate all clear. 

 3. Alternative forms of emergency identification rather than response colour codes, e.g. 
paging alert system using a number may be used if desired. 

9.1  All Clear 

On being notified by a person in authority from the relevant Emergency Service that it is safe to return 
to the facility, the Chief or Deputy Chief Warden should proceed to the Assembly Area to announce the 
All Clear. 

9.2  Employee Workplace Health and Safety Obligations 

Employees must ensure that their workplace health and safety obligations are fully discharged to other 
persons (third parties) at the workplace pursuant to workplace health and safety legislation 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, or fail to do 
something that creates a risk or increases an existing risk to the health of the employee or other 
persons at the workplace; 

(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. 
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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; 

b) 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) Emergency personnel authorities; 

f) The role and authority of each ECO member; 

g) Communication methods and systems. 

ECO personnel shall receive skills maintenance instruction at intervals not exceeding six-months. The 
skills maintenance sessions are to be used to maintain the interest of personnel and improve their 
knowledge and skills. 

9.4  Evacuation Practice 

Evacuation exercises shall be conducted to ensure that the procedures are satisfactory. Once it has been 
established that the procedures are satisfactory and workable, a program of evacuation exercises should 
be established for at least one year ahead. All evacuation exercises should be attended by observers 
with check lists. All evacuation exercises shall be prefixed by an announcement that indicates it is an 
evacuation exercise. 

Evacuation exercises may be conducted either as partial evacuation exercises or a total exercise 
covering a facility. In any case, all areas of a facility shall participate in at least one emergency response 
exercise involving an evacuation each year. 

9.5  An Emergency during an Emergency Response Exercise 

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

NOTE: The word or phrase may be repeated in groups of three to overcome background noise and 
other distractions. 

9.6  Evacuation Practice Record 

The occupier of a building must keep a record (an evacuation practice record), complying with the 
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. 
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 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. 

10.2  Prevention 
All Occupants should be encouraged to take note of and bring to the attention of the Chief Warden or 
person in charge of their area: 
(a) Any accumulation of litter which may increase the danger of fire; 
(b) Incorrect storage of flammable liquids; 
(c) Incorrect storage of Dangerous Goods and/or Hazardous Materials; 
(d) Any furniture, decoration, equipment or any other item that might restrict the width of the path 

of travel or impede access to the emergency exits; 
(e) Missing, defective or discharged fire extinguishers; 
(f) Any fire and smoke doors that are not kept shut (except during use) and any self-closing 

mechanism which is not operational. These doors should close and fully latch automatically and 
are not to be held open by wedges etc; 

(g) Any obstructions in passageways; 
(h) The storage of any article in fire hose reel cupboards; 

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

All Occupants should be encouraged to observe the greatest care when using matches, portable heaters, 
electrical appliances and other possible sources of ignition. 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 cutting, welding, brazing, soldering and other 
similar works.  Hot work involving the isolation of an Essential Service must be strictly controlled by the 
person in charge of the workplace. 
The following requirements are to be in place and followed when hot work is conducted on the 
premises. 
(a) The person and or company conducting the hot work must be a holder of a current Work Cover, 

Public Liability insurance and Professional Indemnity Insurance; 
(b) The person and or company conducting the hot work must be suitably qualified to perform the 

hot work; 
(c) The person and or company conducting the hot work must be made aware of precautions which 

must be observed as far as is practicable whenever an Essential Service is made inoperative; 
(d) Fire extinguishers are to be located immediately adjacent to the hot work area within 10 metres. 

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

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. 
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 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 CONTROL ROOM (FCR) – Ground Floor 

A Fire Control Room is provided as an area from which control of the 
building occupants by the Emergency Control Organisation can be 
exercised. It is also used by the Emergency Services to coordinate fire-
fighting operations. 

The FCR will contain all equipment associated with the required fire 
services in the building. 

 

FIRE INDICATOR PANEL (FIP) 

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. 

The FIP may also supply electrical energy to operate any associated 
sensor, control, transmitter, or relay (i.e. HVAC shutdown, security, 
electronic door locks etc). 

 

FIRE INDICATOR MIMIC PANEL (MIMIC) - Security Office Level 1 

A Fire Indicator Panel may be located remote to a building or site entry 
point. In these instances, a Mimic Panel may be mounted at the site or 
building entry point. 

The principal aim of Mimic Panels is to provide a clear, geographical 
indication of fire alarm activation to enable the user’s speedy 
identification of the source of an alarm in a form that can be easily 
maintained and modified, to reflect extensions or changes to building or 
site layout and usage. 

When linked to the fire control panel, a Mimic Panel is a graphical 
representation of the site or building layout to give users, at a glance, the 
location of the origin of a potential fire incident. 
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SMOKE DETECTORS 

Smoke detectors are designed to sense the presence of fire, indicate its 
location and advise the Fire Service. 

 

THERMAL DETECTORS 

Thermal detectors are designed to sense the presence of fire, indicate its 
location and advise the Fire Service. 

 

CONCEALED DETECTORS 

Where detectors are installed in areas to which access is restricted each 
area shall have a suitably labelled remote indicator installed outside the 
entry to the area. 

Examples of restricted access may include the following locked areas: 
shops (in arcades, malls and plazas), vaults, strongrooms, lift motor 
rooms, lift shafts, cool rooms, freezers, cupboards and electrical switch 
rooms. 

 

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. 

A Manual Call Point is operated by depressing the frangible face of the 
device. 

The body of a Manual Call Point shall be red in colour. A red Manual Call 
Point is mounted on the FIP and in select locations within the building.  
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EMERGENCY CALL POINT (ECP) 

An Emergency Call Point (ECP) is similar in construction to a Manual Call 
Point (MCP) but is white in colour.  They are installed for use by occupants 
to actuate the emergency warning system within the structure ONLY and 
will not advise the Fire Service. 

An Emergency Call Point is operated by depressing the frangible face of 
the device. 

 

DURESS ALARM 

A Duress Alarm, sometimes referred to as a panic alarm, is used to 
discretely raise an alarm when an occupant is involved in or witnesses a 
workplace confrontation incident and an occupant’s safety may be in 
jeopardy. 

 

EMERGENCY WARNING SYSTEM (EWS) 

 

EXTERNAL ALARM INDICATOR (FIRE BELL) – at the Collins Street & Flinders 
Lane 

The fire detection system shall operate one bell to indicate a fire alarm. 
The bell shall be located on the outside of the building, be visible from the 
main approach to the building and shall be as near as practicable to the 
Designated Building Entry Point. 

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

 

EXTERNAL ALARM INDICATOR (RED STROBE LIGHT) - Flinders Lane 

The fire detection system shall operate one red strobe light to indicate a 
fire alarm. The strobe shall be located on the outside of the building, be 
visible from the main approach to the building and shall be as near as 
practicable to the Designated Building Entry Point. 

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. 

 

EVACUATION ALARM (with voice over commands) 

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

In addition, this Evacuation Alarm has systematic voice-over commands to 
reinforce with occupants of the need to evacuate the facility. 

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

 

PUBLIC ADDRESS (PA) SYSTEM 

A Public Address system is installed to provide verbal communication 
between the Chief Warden and building occupants. 

 

WARDEN INTERCOMMUNICATION PHONE (WIP) 

Warden Intercommunication Phones are located in select locations to 
enable direct communication with the Chief Warden at the Master 
Emergency Communication Point. 

 

TWO-WAY RADIOS 

Two-way radios are available for communication during an emergency. 
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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. 

 

FIRST ATTACK FIREFIGHTING EQUIPMENT 

 

FIRE EXTINGUISHERS 

Fire extinguishers are installed in accordance with AS 2444 to provide 
occupants with equipment to attack a fire in its initial stages. 

 

FIRE HOSE REELS 

Fire Hose Reels are installed to allow occupants to undertake fire 
extinguishment in the initial stages of the fire. 

The fire hose reel system must have fire hose reels provided so that the 
nozzle end of a fully extended fire hose fitted to the reel and laid to avoid 
any partitions or other physical barriers will reach every part of the floor 
of the storey and internally within 4m of an exit. 

Fire Hose Reels are not to be used on fires with an associated electrical 
hazard. 

 

FIRE HYDRANTS 

A fire hydrant system must be provided to serve a building having a total 
floor area greater than 500 m²; and where a fire brigade is available to 
attend a building fire. The internally located fire hydrant is to provide 
coverage throughout all areas of the building. 

 



 

333 Collins Street, Melbourne, VIC 3000 
333COL_v1.00 dated 31/01/2022 - © Copyright First 5 Minutes Pty Ltd  

26 

FIRST AID 

 

FIRST AID KITS - Concierge, security office & Maintenance 

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. 

 

AUTOMATED EXTERNAL DEFIBRILLATOR (AED) - Concierge 

An Automated External Defibrillator (AED) is a portable electronic device 
that automatically diagnoses the life-threatening cardiac arrhythmias of 
ventricular fibrillation and ventricular tachycardia in a patient, and is able 
to treat them through defibrillation, the application of electrical therapy 
which stops the arrhythmia, allowing the heart to re-establish an effective 
rhythm. 

With simple audio and visual commands, AEDs are designed to be simple 
to use for the layperson. 

 

MEANS OF ESCAPE 

 

EMERGENCY EXIT SIGNS 

Emergency exits and the paths of travel to emergency exits are normally 
indicated by an illuminated EXIT and/or directional EXIT sign. 

 

EMERGENCY LIGHTING 

Emergency lights are designed to safeguard occupants from injury by 
providing sufficient lighting to allow occupants to safely negotiate the 
paths of travel to an exit in the event of a partial or major failure of the 
buildings’ mains power. 
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EMERGENCY POWER GENERATOR 

An emergency power generator which is diesel powered is installed in this 
building. 

 

UNINTERRUPTIBLE POWER SUPPLY (UPS) 

An Uninterruptible Power Supply, also Uninterruptible Power Source (UPS) 
or battery/flywheel backup, is an electrical apparatus that provides 
emergency power to a load when the input power source, typically mains 
power, fails. A UPS differs from an auxiliary or emergency power system 
or standby generator in that it will provide near-instantaneous protection 
from input power interruptions, by supplying energy stored in batteries. 
The on-battery runtime of most uninterruptible power sources is relatively 
short but sufficient to start a standby power source or properly shut down 
the protected equipment. 

 

EXIT DOORS 

Exit doors are provided to give occupants a means of egress from any part 
of the building. 

 

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. 
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SMOKE CONTROL DOORS 

Smoke control doors are designed to allow occupants a safe path of travel 
to an emergency exit in the event of fire by restricting the impact of 
smoke on that path of travel. 

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

 

MAGNETIC FIRE / SMOKE DOOR HOLDERS 

Magnetic fire / smoke door holders enable fire doors to be legally held in 
an open position to give ease of access through a building, in compliance 
with the Disability Discrimination Act. 

When de-energised by a relay controlled by the fire alarm system or other 
switch, the door is released to a closed position, checking the spread of 
smoke and flames. 

 

EMERGENCY DOOR RELEASE (EDR) 

An Emergency Door Release (EDR) is similar in construction to a Manual 
Call Point (MCP). The body may be green, white or yellow in colour but 
must have the wording “Emergency Door Release” in a contrasting colour 
on the device.  They are installed for use by occupants to override 
electronic door locks. 

 

FIRE ISOLATED STAIRS / CORRIDORS 

Fire isolated stairs and or corridors are designed to provide occupants 
with a safe means of egress from the building in the event of a fire. 

 

STAIRWELL PRESSURISATION 

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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EGRESS RAMPS 

A required non-fire-isolated stairway or ramp must be designed so that 
occupants are able to continue all the way down to the level from which 
egress to a road or open space is available. 

Non-fire-isolated ramps are to maintain a sufficient level of safety for the 
use during an emergency. 

Where the ramp is also serving as an accessible ramp under Part D3, be in 
accordance with AS 1428.1; or in any other case, have a gradient not 
steeper than 1:8. 

The floor surface of a ramp must have a slip-resistance classification not 
less than that listed in BCA Table D2.14 when tested in accordance with AS 
4586. 

 

AUTOMATIC AIR CONDITIONING SHUT DOWN 

The fire detection and alarm system has an ancillary function to 
automatically shut down the air conditioning system upon activation of 
designated circuits. 

 

SMOKE EXHAUST SYSTEM 

A smoke exhaust system is installed to allow occupants sufficient time to 
evacuate before the paths of travel to the exits become untenable. 

 

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 
to be detailed in this section. 

First 5 Minutes has not been made aware of any Performance Solutions for this building at the date of 
review of this document. 
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 ROLE CHECKLIST – CHIEF WARDEN 
 Pre-Emergency Tasks 
 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; 

 Attend Emergency Planning Committee meetings; 

 Ensure personal Emergency Control Organisation identification is available; 

 Ensure PEEP’s are in place; 

 
Ensure Emergency Control Organisation members are maintaining adequate emergency 
management housekeeping in their areas. 

 

 Emergency Tasks 
 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; 

 Notify Emergency Control Organisation members as appropriate; 

 Ensure appropriate emergency processes are implemented; 

 Evacuate immediately if there is danger to persons; 

 Ensure Emergency Control Organisation are searching and evacuating their areas; 

 Advise neighbouring facilities if necessary; 

 Prevent all persons from re-entering premises until deemed safe; 

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

 
Note reports from Emergency Control Organisation on refusals, injuries or mobility 
impairments, taking note of location; 

 Nominate someone to direct emergency services to building entrance; 

 Brief emergency services on arrival – type, scope & location of incident; 

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

 
Where large numbers of persons are at the assembly area, assign someone to manage 
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. 
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 Post Emergency Tasks 
 Organise security guards to provide 24-hour protection of premises; 

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

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

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

 Organise counselling for staff that are traumatised by the incident; 

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

 Contact tradespersons to secure the premises to prevent theft or further damage; 

 
After the incident, conduct a debrief with Emergency Control Organisation on what 
happened and why; 

 Activate Business Continuity measures. 
 

12.1  Role Checklist – Communications Officer (if appointed) 

 Pre-Emergency Tasks 
 Ensure personal proficiency in operation of facility communications equipment; 

 
Maintain records and logbooks and make them available for the Emergency Control 
Organisation to use during an emergency; 

 
Ensure all Emergency Control Organisation members are proficient in use of the facility 
communications equipment; 

 Ensure that emergency communication contact details are up to date. 
 

 Emergency Tasks 
 Transmit instructions and information; 

 Respond to calls by Emergency Control Organisation using phones and runners; 

 Broadcast messages to occupants and Emergency Control Organisation; 

 
Manage alternate methods of communication including land line and mobile phones, 
runners, two way radios. 

 

 Post Emergency Tasks 
 Compile a report on actions taken during the emergency for the debrief; 

 Participate in the debrief. 
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12.2  Role Checklist – Assembly Area Warden (if appointed) 

 Pre-Emergency Task 
 Ensure evacuation kit is maintained regularly. 

 

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

 
Report to Chief Warden any updates as required, for example, casualties, missing 
persons; 

 
Communicate with persons at assembly area with updates from Chief Warden or 
management; 

 Dispatch first aid officers as required at the assembly area; 

 
When given the all clear from the Chief Warden, facilitate sending occupants back to 
the building; 

 

 Post Emergency Tasks 
 Compile a report on actions taken during the emergency for the debrief; 

 Participate in the debrief. 
 

12.3  Role Checklist – Area Warden 

 Pre-Emergency Tasks 
 Confirm sufficient wardens for area of responsibility; 

 
Coordinate the completion of Personal Emergency Evacuation Plan (PEEP) 
documentation if required; 

 Report on deficiencies of emergency equipment; 

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

 
Have an intimate knowledge of the area, including egress routes, the location of 
emergency equipment and the presence of hazardous substances; 

 Ensure that occupants are aware of the identity of their wardens; 

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

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

 Ensure personal Emergency Control Organisation identification is available. 
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 Emergency Tasks 
 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; 

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

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

 Assist persons with mobility impairments; 

 
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. 
 

 Post Emergency Tasks 
 Compile a report on actions taken during the emergency for the debrief; 

 Participate in the debrief. 
 

12.4  Role Checklist – Warden 

If you detect a dangerous situation, commence an immediate evacuation of the area and notify the 
Chief Warden 

 Pre-Emergency Tasks 
 Ensure that all occupants are aware of the emergency response procedures; 

 
Carry out safety practices (e.g. clear egress paths, access to first-attack equipment and 
disposal of rubbish); 

 Ensure personal Emergency Control Organisation identification is available; 

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

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

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

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

 
IF SAFE TO DO SO and trained, operating first attack firefighting equipment, for example 
fire extinguishers and Fire Hose Reels; 

 Assist occupants with Special needs; 

 Act as leader of groups moving to nominated assembly areas; 

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

 Post Emergency Tasks 
 Compile a report on actions taken during the emergency for the debrief; 

 Participate in the debrief. 
 

12.5  Role Checklist – First Aid Officer 

 Pre-Emergency Tasks 
 Ensure First Aid Kits are adequately stocked, and checked every six months; 

 Ensure you are aware of where all First Aid Kits are located. 
 

 Emergency Tasks 
 Treat First Aid at injury location if evacuation is not required; 

 During evacuations, follow instructions of Emergency Control Organisation members; 

 Treat First Aid for casualties during evacuation either at location or assembly area; 

 Establish triage area at assembly area during evacuations; 

 Brief ambulance officers at status of casualties, actions taken etc. 
 

 Post Emergency Tasks 
 Compile a report on actions taken during the emergency for the debrief; 

 Participate in the debrief. 
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12.6  ECO Summary 

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

 Alarm or notification – You will now know that a situation might be happening. 

 ECO Connect – Wardens will meet at the nominated control point or assemble elsewhere. 

 Communicate – Discuss what needs to happen and delegate rolls. 

 Investigate – Is the threat credible? 

 Gather/inform occupants - Let everyone know what is happening. 

 Stay or Go – The decision will be made, and everyone will be informed.  

 If we evacuate - We attend the Assembly Area and liaise with Emergency Services. 

 Re-enter when advised – Emergency Services will tell the Chief and the Chief will  
advise everyone else. 

 There may be a need to do a staged re-entry. 
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 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 
A person with special needs is defined in Australian Standard 3745-2010 as someone having physical, 
intellectual, visual or auditory disabilities or impairments, either temporary or permanent. There could 
be at least one person in any given building whose movement through emergency exits would be 
restricted in an emergency evacuation which will require special needs procedures being implemented 
within the workplace. Children may also be classified as a person who requires special assistance during 
an evacuation. 

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

13.1  Personal Emergency Evacuation Plans (PEEP) 

The person in charge of a workplace must identify any person under their control who has an 
impairment that may restrict their movement in an emergency. Personal Emergency Evacuation Plans 
(PEEPs) must be compiled for each identified person with a special needs. The procedures must also 
include the details of person/s nominated to be the designated assistant/s. 

Information on the PEEP shall be disseminated to all people responsible for its implementation. PEEPs 
should be held by the relevant Warden. 

An example of a PEEP, as detailed in Australian Standard 3745-2010, appears in the following section.  

13.2  Impairments 

There are five general categories of impairments: 

 Mobility Impairment; 

 Visual Impairment; 

 Hearing Impairment; 

 Speech Impairment; and 

 Cognitive Impairment. 

Mobility Impairment 
If a person cannot physically negotiate, use or operate stairs or door locks or latches in the path of 
egress then that person has a mobility impairment that would affect his or her ability to evacuate 
through the emergency exits in an emergency. 

Typical problems for people confined to wheelchairs includes manoeuvring through narrow spaces, 
going up or down steep paths, moving over rough or uneven surfaces, and negotiating steps or changes 
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 
Speech impairments prevent a person from using building features that require the ability to speak. 
Speech impairments can be caused by a wide range of conditions, but all result in some level of loss of 
the ability to speak or to verbally communicate clearly. 

Cognitive Impairments 
Cognitive impairments can be caused by a range of conditions, including but not limited to 
developmental disabilities, alcoholism, Alzheimer’s disease, Parkinson’s disease, traumatic brain injury, 
stroke, and some psychiatric conditions, but all result in some decreased or impaired level in the ability 
to process or understand the information received by the senses. 

All standard occupant warning systems require a person to be able to process and understand 
information in order to safely evacuate a building. 

13.3  Assistance 

The person in charge of a workplace should as a part of their risk management practices, have 
nominated personnel to assist any occupant or visitor with special needs. This may be as simple as 
someone guiding a person with limited eyesight through the emergency exits to the Assembly Area if an 
evacuation is ordered. 

Level of Assistance 

Guidance 
 Explaining how and where the person needs to go to get to an emergency exit; 

 Escorting the person to and or through an emergency exit; 

Minor Physical Effort 
 Offering an arm to assist the person to or through the egress path; 

 Opening the door(s) in the egress path; 

Major Physical Effort 
 Operating a stairway descent device.  
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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 
been evacuated, the person with special needs may be placed in a safe holding area, for example in a 
designated fire and or smoke isolated safe haven or on the landing in the emergency exits with a 
Warden or responsible person to provide comfort and reassurance. 

13.5  A Person with Special Needs in a Non-Affected Area 

On becoming aware of an incident which could place the safety and well-being of occupants at risk, any 
person with special needs should be notified and prepared for movement either from the building or to 
a safe area such as the landing within a fire isolated stair, a fire isolated corridor or into a fire and or 
smoke isolated safe-haven. 

13.6  Outside Normal Hours of Occupancy  

Should the building Emergency Warning System sound in the area where a person with special needs is 
outside the normal hours of occupancy, that person should immediately ring ZERO ZERO ZERO (000) and 
ask for the Fire Service.  Once connected they should pass on the following information to the operator: 

 Their name and the address of the building 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. 

Should their own personal safety be at risk whilst awaiting the arrival of the Fire Service the person 
should make a second call to ZERO ZERO ZERO (000) and inform the operator they are making their way 
to the emergency exit. 
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 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 
designated assistant and an additional copy kept in a central location which is readily accessible to the responding 
Emergency Service. The information on the PEEP shall be disseminated to all people responsible for its 
implementation. 

Occupant Name:  

 

Phone / Ext:  Mobile:  
 

Email:  
 

Company Name:  
 

Building Address:  
 

Floor Number:  Room Number:  
 

Is an Assistance Animal involved? YES  NO  
 

Is the occupant trained in the emergency response procedures?  
(including the evacuation procedures) 

YES  NO  

    

Preferred method of receiving updates to the emergency response procedures: 
(Please state, e.g. text, email, braille, etc.) 

 

Preferred method of Notification of Emergency: 
(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) 

 

Designated assistants/wardens and contact details: 
(Please list name, phone, mobile, email.) 

 
 

Are your designated assistants trained in the 
emergency response procedures? 
(including the evacuation procedures) 

 YES  NO  

     

 

Are your designated assistants trained in the use of 
the evacuation equipment? 

 YES  NO  

     

Diagram of preferred route for assisted evacuation: 
(Please provide diagram) 

Insert the diagram showing: 

1. The location of the person who requires assistance 

2. The path of travel to the place of safety 

This diagram will ONLY be relevant to an individual and their location within the building and a generic 
diagram CANNOT be inserted. 

Issue Date:  Review Date:  

Occupant approved:  Date:  

 (Signature)   

Assistant/Warden:  Date:  

 (Signature)   

Chief Warden:  Date:  

Please contact First 5 Minutes if you would like an electronic copy 
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 EVACUATION PROCEDURES  
– CODE ORANGE 

Introduction 
The speed of an evacuation is driven by the slowest person within the means of egress. If a 
Warden notes that the pace of an occupant down a set of stairs is slowing the movement of 
others, then they must move that person aside on a landing until all others have passed (a 
Warden or responsible person must remain with this person to assist them to the external safe 
place). 

Note:  This is also why ambulatory occupants are evacuated before semi-ambulatory or 
non-ambulatory persons. 

During an evacuation should the Chief Warden be unable to continue manning the Master 
Emergency Communication Point (MECP) owing to the nature of the emergency or because of 
threat of injury, the Chief Warden is to advise all floors, if possible, that they are leaving the 
MECP. 

The Senior Officer from the Fire Service or responding authority, on taking control of the 
incident, may take over the duties of the Chief Warden. The Chief Warden should remain at the 
MECP to render assistance as required. 

15.1  Evacuation Procedures 

The situation should be assessed before the decision to evacuate is made.  Consideration should 
be given to the following factors: 

 The location of the incident; 

 The severity and extent of the incident; 

 If a fire is involved, the proximity of any flammable material; 

 If a fire is involved, whether the first attack appliances are controlling the fire; 

 The nature and type of occupants in the vicinity; 

 IF IN DOUBT - EVACUATE.  It is better to have the trouble of resettling occupants than to risk 
loss of life. 

15.2  Authority to Initiate Evacuation 

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

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 
through fire and/or smoke control doors to safe areas on the same level. 

Stage 3 - Complete Evacuation of the Building 
Should the emergency necessitate evacuation of the building, Wardens are to direct occupants to 
the assembly area via the emergency exits. 

Note:  If traversing a set of stairs, Wardens are to ensure that occupants do so in single 
file and that they maintain 3 points of contact with the handrail at all times. 

15.4  Priority Groups for Evacuation 

Occupants are divided into four priority groups for evacuation: 

PRIORITY 1 - Ambulatory persons who require only a Warden to guide or direct them to a place 
of safety. 

PRIORITY 2 - Semi-ambulatory persons requiring just a helping hand. 

PRIORITY 3 - Non-ambulatory persons who have to be physically moved or carried. 

PRIORITY 4 - Aggressive, violent or resistive persons. These persons may place Wardens in 
danger. 

Note:  If circumstances permit, persons in Priority 1 may 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 Warden from the Emergency 
Control Organisation, the Warden shall: 

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

(b) Notify the Chief Warden, who shall advise the senior Emergency Services Officer who, at 
their discretion, may take the appropriate action under law to remove the person. 

15.6  Evacuation of Contractors during an Emergency 

During an incident that will require the evacuation of the facility the Chief Warden is to ensure 
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: 

 Emergency Tasks 

 Attend the 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; 

 Notify Emergency Control Organisation members as appropriate; 

 Ensure appropriate emergency processes are implemented; 

 Evacuate immediately if there is danger to persons; 

 Ensure Emergency Control Organisation are searching and evacuating their areas; 

 Advise neighbouring facilities if necessary; 

 Prevent all persons from re-entering premises until deemed safe; 

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

 
Note reports from Emergency Control Organisation on refusals, injuries or mobility 
impairments, taking note of location; 

 Nominate someone to direct emergency services to building entrance; 

 Brief emergency services on arrival – type, scope & location of incident; 

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

 
Where large numbers of persons are at the assembly area, assign someone to manage 
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. 

 

Floor or Area Wardens - If an Evacuation is required (Code Orange) 

 Emergency Tasks 

 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; 

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

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

 Assist persons with mobility impairments; 
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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. 

 
Wardens - If an Evacuation is required (Code Orange) 

 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; 

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

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

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

 
IF SAFE TO DO SO and trained, operating first attack firefighting equipment, for example 
fire extinguishers and Fire Hose Reels; 

 Assist occupants with mobility impairments; 

 Act as leader of groups moving to nominated assembly areas; 

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

 

Note:  This action is more important than a later physical count of the occupants. A 
minimum of two people are required to conduct the final check. Report the details 
of any persons who are unaccounted for to the Chief Warden who will relay the 
information to the Emergency Services. 

Note:  The Floor or Area Warden or a designated person is to report to the Chief Warden 
at the MECP and advise the status of the evacuation for their floor.  The Floor or 
Area Warden shall also render assistance to the Chief Warden such as controlling 
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; 

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

(c) If no sheltering area has been determined or you cannot get to the designated shelter 
individuals are advised to remain where they are until further instructions become 
available; 

(d) Use the internet or turn on a TV or radio and listen for further instructions; 

(e) When the All Clear is announced, open windows and doors, turn on ventilation systems 
and go outside until the building’s air has been exchanged with the now clean outdoor air. 

15.8  R.A.C.E 

Whilst each emergency can differ the RACE procedure offers a set of immediate generic 
responses which are easily memorised and appropriate in most circumstances. They are: 

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

A ALERT 
Alert other occupants. Notify the appropriate Emergency Services. This usually 
involves calling the Emergency Number and or operating the nearest Manual Call 
Point (Break Glass). 

C CONTAIN / CONTROL 
Close doors, and if safe to do so, deal with the threat. 

E EVACUATE / EXTINGUISH 
Evacuate to the Assembly Area and remain there until advised otherwise by a 
person in authority. Extinguish the fire only if trained in the use of the 
equipment and it is safe to do so. 
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15.9  STAY or GO 

 

Lockdown (Armed Intrusion, Civil Disturbance) 
 Alert staff 

 Secure doors/windows 

 Eliminate the movement of people to outside 

 Direct occupants to seek cover if necessary 

 Lock, turn off lights, out of sight 

Shelter In Place (Fire In Adjacent Property, Flood, Storm) 
 Alert staff 

 Isolate occupants from external environment 

 Close doors & windows 

Active Armed Offender 
Escape, Hide, Tell 

 Looking after your own safety too 

 Scattered event, Warden team may not be in communication 

 EVERYONE contact emergency services, 000, 112, 106  

Evacuation – Full or Partial 
 Evacuate the premises 
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 MELBOURNE CBD SAFETY PLAN  
– CODE ORANGE 

 June 2015 Version 4 

16.1.1 CBD Safety Plan - Summary for Emergencies 

The following numbers are for emergency assistance not information. 

 Triple Zero (Triple Zero (000)) is Australia's primary Emergency Call Service number  

 Triple Zero (000) should be used to access emergency assistance from all telephones 
including landline, mobile phones and payphones in the first instance.  

 112 for use with GSM mobile phones. This is the international standard emergency number. 

 106 is the Text Emergency Relay Service (also known as textphone) for callers who have a 
hearing or speech impairment.  

Both 112 and 106 are secondary emergency call services numbers because they are for use only 
in relation to particular technologies. 

Notification 
Immediate advice about the emergency may come from one or more of the following: 

 person is a witness or directly affected; 

 advised by other members of the community; 

 advised by emergency services personnel at/or near the scene; 

 advised by building managers/Wardens/building emergency systems. 

Tune in and Listen 
Further information and alerts will be available from: 

 mainstream media; 

 ABC radio 774 (AM) – contracted emergency public information provider; 

 other commercial radio and television networks will interrupt programming to give public 
safety advice; and 

 updates; 

 designated hotline/s; 

 emergency service websites; 

 social media. 
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Follow Advice 
People should follow the advice given by the emergency services and building wardens. 
Responses may be one or a combination of the following: 

 Immediate evacuation (this is usually self-evacuation in response to immediate danger and 
occurs before formal emergency services advice); 

 Shelter indoors (may include moving to a certain level, side or part of the building); 

 Planned mass evacuation (direction to move out of the Central Business District); 

 Continue with normal day to day activities (directive given to areas not affected). 

Any planned mass evacuation of all or part of the CBD will take some time to organise. If a 
planned evacuation is announced, people should evacuate to their own homes, a 
friend/relative’s house or any other suitable safe location outside the evacuation area. People 
that have no safe, accessible place to go will be directed to an operating Emergency Relief 
Centre. The nominated safe routes should be utilised at all times. 

Emergency Relief Centres 
The public will be advised on the day of the emergency which Emergency Relief Centres are 
operating. It may be one or more of the following: 

 Melbourne Cricket Ground (MCG); 

 Melbourne Exhibition and Convention Centre; 

 Melbourne Museum; 

 Marvel Stadium. 

The Emergency Relief Centres will provide shelter and information. Those presenting at 
Emergency Relief Centres will be asked to be patient whilst services and facilities are organised. 
This may take some hours. 

Public Transport 
Trains, trams and buses will almost certainly be affected by any large-scale incident in the CBD. 
Commuters should expect delays, cancellations and overcrowding. Consideration should be given 
to walking to the outskirts of the CBD if able and safe to do so, and then investigating public 
transport options. Transport changes will be broadcast through the media and via public address 
announcements at stations.  

The Public Transport Victoria (PTV) updates (https://www.ptv.vic.gov.au/live-travel-updates) will 
have live travel updates on the latest travel information or contact the PTV call centre on 1800 
800 007 6am to midnight daily. 
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Traffic Management 
Access and egress to parts of the CBD will almost definitely be blocked. Access for incoming 
vehicles, with the exception of emergency services, may not be possible. Cars in city car parks 
may also have to be collected at a later time. Traffic will be managed by one or more of the 
following methods: 

 traffic direction from emergency services personnel; 

 variable messaging; 

 altered traffic signals; 

 barricades; 

 traffic management points. 

In addition to the media, road closure information will be available from VicRoads 
(hwww.vicroads.vic.gov.au). 

 

CBD Safety Area 
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16.1.2 CBD Safety Plan - Roles and Responsibilities 

Building Managers 
Owners and or managers of CBD buildings have responsibilities in accordance with the 
Emergency Management Act 1986 and 2013, Occupational Health and Safety Act 2004 ensure 
they comply with standards: AS3745:2002 Emergency Control Organisation and procedures for 
buildings, structures and workplaces and AS/NZS 4801:2001 Occupational Health and Safety 
Management Systems. 

 Fire and Emergency Plans should include how the information regarding an evacuation will 
be disseminated from the Chief Warden to occupants of the building. 

 Consideration should be given to multiple buildings not having the same assembly point. 

Emergency Control Organisation (ECO) Wardens 
Emergency Control Organisation (ECO) Wardens within CBD buildings have the following 
responsibilities: 

 in the first instance, carry out the appropriate response as shown in their relevant 
emergency response plan. This includes seeking and complying with advice from the 
emergency services; 

 monitor public information sources (radio and other media alerts, public address systems, 
doorknocking, sirens, signage and the internet) for information regarding the incident and 
for specific directions from emergency services. In the event that a mass evacuation is 
necessary, information will be provided to Wardens via direct contact and/or through 
broadcast over commercial media networks; 

 unless immediate evacuation is required, emergency services advice will typically be to 
initially secure the building and ‘shelter indoors’. When advice is given to evacuate, Wardens 
are to marshal building occupants from the building to the Assembly Area.  Wardens are then 
requested to assist with marshalling from the assembly area, along the evacuation route to 
the Emergency Relief Centre (ERC) or if possible self-evacuation home or to an alternate 
location outside the CBD. 

Workers 
Workers can be prepared for a CBD emergency in the following ways: 

 familiarisation with their Building Evacuation Plan and building’s assembly area; 

 put together a ‘Go Bag’. This is a small easy-to-carry bag with essentials stored in an 
accessible place. Important things to keep in the bag include: 

• personal important information, for example, identification; 

• ottled water; 

• a torch, AM/FM radio with extra batteries; 

• spare keys; 

• first aid and personal supplies, including medications; 

 be familiar with the concepts in the Plan and how you may be asked to respond; 

 share official advice with others; 

 limit use of mobile phones (particularly sending photos as the systems may be overloaded 
and not work).  
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Child Care Centres 
Owners, licensees and directors of CBD childcare centres have the following responsibilities: 

 in accordance with statutory requirements, have an emergency plan for the safe evacuation 
of the centre in accordance with AS 3745; 

 licensees and directors should familiarise themselves with this Plan; 

 have an Emergency Plan for ‘lock down’ of the centre; 

 keep some ‘Go Bags’ containing useful supplies in easily accessible locations. Bags could 
include nappies, formula, bottles, petty cash, and parent contact details. Consider having 
wrist bands or stickers in the bag with the name of the centre and emergency contact details 

 plans for care of children for an extended period if required to ‘shelter indoors’; 

 have systems that educate parents on their responsibilities in an evacuation and how their 
children will be managed and cared for in such an event; 

 have a communications strategy for providing advice to parents should the circumstances 
allow. 

16.1.3 CBD Safety Plan - Evacuation 
If there is a decision to evacuate, or a self-evacuation commences, there will be a need to follow 
a process to move people to a place of safety while the status of the transport system is assessed 
and arrangements are made to move people out of the CBD. 

The following relocation of people may apply: 

 building to assembly area (covered by Building Fire and Evacuation Plan); 

 assembly area to Emergency Relief Centre; 

 self-evacuation from Assembly Area with no further support required; 

 Emergency Relief Centres to Transport hubs. 

Evacuees may be requested to: 

 move to another part of the city and delay journeys home; 

 move to specific locations for transport out of the city; 

 identify themselves if they have specific needs; 

 move to an Emergency Relief Centre; 

 evacuate under their own means if the situation permits; 

 walk home. 

Part or all of the CBD may be inaccessible to incoming vehicles, with the exception of emergency 
and essential services and available public transport. Evacuees should expect that requesting 
anyone to collect them by car from the CBD will be either difficult or impossible. Arrangements 
should be made to be collected from outside the CBD perimeter. If evacuees are unable to walk 
to collection points outside the CBD perimeter, transport option may be available through the 
Emergency Relief Centre (ERC).  

Dependent upon the location and type of incident evacuees may be unable to access cars in city 
car parks until the situation eases.  

Evacuees who are residents of the CBD will be requested to make alternate arrangements with 
family or friends where possible. If this is not possible, they should move toward the Emergency 
Relief Centres nominated on the day for registration and support. Registration advice and 
processes will be communicated on the day of the incident/emergency. 

Evacuees requiring temporary accommodation or special services will be managed under existing 
emergency management arrangements.  
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CBD Emergency Relief Centres 
The primary CBD Emergency Relief Centres are: 

Location name: Melbourne Cricket Ground (MCG) 

Address: Off Brunton Avenue, Melbourne 

Melway ref: 2G D6+7 

 

Location name: Marvel Stadium 

Address: Off Wurundjeri Way, Docklands 

Melway ref: 2E H5 

 

Location name: Melbourne Museum 

Address: Nicholson St, Carlton 

Melway ref: 2BH10 

 

Location name: Melbourne Convention and Exhibition Centre 

Address: 2 Clarendon St, Southbank 

Melway ref: 2F A10 

 

 
Other smaller agreed facilities may be activated under the City of Melbourne Municipal 
Emergency Management Plan. The Emergency Service Organisations will advise specific routes 
and open Emergency Relief Centres on the day of the incident.  
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Shelter – Emergency Relief Centres (ERC) 
Initially all evacuees who do not evacuate under their own means or require assistance will be 
directed to an Emergency Relief Centre (ERC). 

Each ERC was chosen because of its size (ability to accommodate large numbers of people), 
facilities (ability to keep people within the facility for a period of time) and accessibility (roads 
and public transport). 

It is the intention of the Plan that most people will be transported from the ERC. These evacuees 
will be transported from an operating transport hub to a preferred outlying suburban location 
where alternative transport arrangements can be made. 

Other locations exist within or adjacent to the CBD that offer open space and some facilities to 
assist evacuees e.g. parks and other public spaces. These areas do not readily provide a mass 
transport solution and have other significant limitations. While these locations may be 
considered for the short-term assembly of people, this plans and sub plans have been developed 
to support the nominated ERC. 

If the incident is protracted and alternate individual arrangements cannot be made, people will 
be directed to temporary accommodation arranged by the City of Melbourne in conjunction with 
the Department of Health and Human Services. 

Return 
In the short term, the return to work or home is the completion of the evacuation process.  

Notification will be made via media or if ERCs are still operating by the ERC Manager or 
nominated spokesperson. 

Long-term recovery and repatriation of the affected area is outside the scope of this plan and 
managed by existing recovery arrangements. 

Impact on Area Outside CBD 
A mass evacuation of the CBD may have a significant impact on public service providers with 
responsibilities outside the CBD area. For example, the management of crowds and traffic at 
major train stations following the transportation and disembarking of larger than normal 
passenger volumes.  Arrangements for dealing with these impacts are outside the scope of this 
plan. The City of Melbourne is committed to working with emergency services agencies and 
neighbouring councils to collaboratively address these impacts. 
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16.1.4 CBD Safety Plan - Further Information 

More detailed information can be found at the following link: 

www.melbourne.vic.gov.au/community/safety-emergency/emergency-
management/Pages/Melbourne-CBD-Safety-Plan.aspx 

 Victoria Police - news centre for information on current emergencies and events 
www.vicpolicenews.com.au 
 
Follow on Twitter @victoriapolice 

 Red Cross REDIPlan - advice and guidelines on preparing for emergencies 
www.redcross.org.au/default.asp 
 
Follow on Twitter @redcrossau 

 Victoria State Emergency Service - flood or storm assistance www.ses.vic.gov.au 

 Phone 1300 842 727 

 Metropolitan Fire Brigade - fire and medical assistance www.mfb.vic.gov.au 

 Department of Human Services, Emergency Management - community Support, relief and 
recovery 
 
Follow on Twitter @VicGovDHS 

 Department of Health Victoria - heatwaves and influenza pandemics 
 
Follow on Twitter @vicgovhealth 

 Office of the Emergency Services Commissioner - establishes and monitors standards for the 
prevention and management of emergencies 

 Ambulance Victoria - emergency medical care and transport 
 
Follow on Twitter @AmbulanceVic 

 Public Transport Victoria - guide to public transport in Melbourne including any disruptions 
or delays 
 
Follow on Twitter @MetroTrains 

 Bureau of Meteorology - information on Victorian weather forecasts and warnings. 
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 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 
immediate area. 

(b) Investigate the source of the fire or smoke and if trained in the use of the fire equipment 
and it is safe to do so, attempt to fight the fire with the correct fire extinguisher or a Fire 
Hose Reel. 

(c) DO NOT enter smoke-filled spaces as smoke is TOXIC. 

Note:  If the decision is made to fight the fire, the person/s doing so must be trained in 
the use of the installed fire equipment and it must be safe to do. 
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17.1  Fire Extinguisher Break Down 
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17.2  Use of Fire Extinguishers 

 
 

To use Fire Extinguishers: 
(a) Determine type of fire and exact location. Where possible, keep the doorway or path of 

escape at your back and have another person back you up with another fire extinguisher; 

(b) Select right type of extinguisher; 

(c) Be sure you know how to use the extinguisher. If in doubt, READ THE INSTRUCTIONS; 

(d) Remove from bracket and whilst clear of the fire remove the anti-tamper seal 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 metres 
direct the agent in a sweeping motion at the base of the fire. As the fire diminishes in 
intensity slowly approach the fire while discharging the fire extinguisher until the fire is 
extinguished; 

(f) Keep low to avoid smoke; 

(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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17.3  Fire Hose Reel Break Down 
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17.4  Use of Fire Hose Reels 

 
 

All occupants should know the location and method of operation of any installed Fire Hose 
Reel/s. 

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

To use a Fire Hose Reel: 
 (a) Try to remain calm and think. DO NOT panic; 

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

(c) Advise the Chief Warden; 

(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. 
That is, one to control the nozzle and one to ensure the hose runs off the reel freely and is 
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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17.5  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. 
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17.6  Use of Fire Blankets 

 
 

To Use Fire Blankets: 
(a) Do not panic. Try to remain calm and think; 
(b) Warn everybody in the immediate vicinity and alert the Fire Service  

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; 
(f) Turn off heat source; 
(g) Leave the blanket in place until cool. 
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 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; 

 Notify Emergency Control Organisation members as appropriate; 

 Ensure appropriate emergency processes are implemented; 

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

 Evacuate immediately if there is danger to persons; 

 Ensure Emergency Control Organisation are searching and evacuating their areas; 

 Advise neighbouring facilities if necessary; 

 Prevent all persons from re-entering premises until deemed safe; 

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

 
Note reports from Emergency Control Organisation on refusals, injuries or mobility 
impairments, taking note of location; 

 Nominate someone to direct emergency services to building entrance; 

 Brief emergency services on arrival – type, scope & location of incident; 

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

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

 Organise 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. 
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 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; 

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

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

 Assist occupants with special needs; 

 
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. 

 

 

 Wardens 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; 

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

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

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

 
IF SAFE TO DO SO and trained, operating first attack firefighting equipment, for example 
fire extinguishers and Fire Hose Reels; 

 Assist occupants with mobility impairments; 

 Act as leader of groups moving to nominated assembly areas; 

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

REMAIN CALM: Do not panic. 

18.1  Basic Life Support   

D Check for DANGER. Ensure the area is safe for yourself, others and the patient. 

R Check for RESPONSE – ask name – squeeze shoulders. 

S Send for HELP. Call ZERO ZERO ZERO (000) for an ambulance or ask another person 
to make the call. 

A AIRWAY. Open mouth if foreign material present. Clear airway with fingers. 

B Check for BREATHING. Not breathing – start CPR. Normal breathing - place in 
recovery position & monitor breathing. 

C Start CPR. Give 30 chest compressions (almost 2 compressions / second) followed 
by 2 breaths. 

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

Note:  DO NOT stop CPR when applying pads. Continue Cardio Pulmonary Resuscitation 
(CPR) until qualified personnel arrive or signs of life return. 

Note:  Never leave patient alone. Do not move patient unless exposed to a life-
threatening situation. Provide support and appropriate assistance until emergency 
help arrives. 

18.2  Raise Alarm 

Call for help – CALL ZERO ZERO ZERO (000) and ask for the Ambulance Service. 

Advise your location, patient’s age/sex, symptoms & signs, any prior medical illnesses, 
medication (see questions below). 
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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. 

2. What is your contact number? (extension or mobile) 

3. What is the medical problem? 

a. description of complaint (short breath / sweating / where & what type of pain) 

4. How old is he / she? (approximate age if not sure) 

5. Are they conscious? (YES OR NO) 

6. Are they breathing? (YES OR NO) 

18.4  Automatic External Defibrillator (AED) 

SAFETY 

 DO NOT operate an AED if under the effects of ALCOHOL or DRUGS. 

 DO NOT use on children below 8 years or under 40 kg unless using paediatric (child) 
electrode pads. 

 DO NOT use on conductive surfaces such as water, fluids or metal. 

 DO NOT touch the patient when shock therapy is being delivered. 

 DO NOT use in an explosive environment, e.g. oxygen enriched, gaseous or fume 
environment. 

Note:  AEDs are NOT to be used on children under one year of age. 

If the AED indicates that a shock is required, make sure that everyone is “CLEAR” of the patient. 
Tell everyone assisting you to stay clear of the patient and ensure that you are clear of the 
patient as well. When everyone is clear of the patient press the shock button on the AED. (Fully 
automatic AED will shock the patient automatically and will give an audible warning prior to 
delivering the shock) 
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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) 
and explain the situation. This decreases confusion about who should do what and ensures that 
the emergency call is made. 

2. Check the patient's airway and breathing. 
If someone has collapsed, you should immediately determine whether they are breathing. If the 
patient is breathing, you know that they have a pulse. If the patient is not breathing, check that 
the airway is clear. Once the patient’s airway has been checked and cleared, check for breathing. 
If the patient is not breathing commence CPR. 

3. Locate an AED. 
If there is an AED nearby ask a bystander 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 suffers a cardiac arrest. Always ensure that someone is providing 
CPR for the patient unless the AED machine is actively analysing or shocking the patient. 

4. Turn on the AED. 
Follow the visual & voice prompts of the AED. 

5. Attach the electrode pads to the patient’s bare chest.  
(Expose the patient’s bare chest whether male or female) 

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

6. Always follow the instructions of the AED. 
Note:  CPR should not be interrupted while the adhesive electrode pads are being applied. 

First Aid 
Refer to Code of Practice “First Aid in the Workplace” in each jurisdiction for establishing first aid 
practices.
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 BOMB, IMPROVISED EXPLOSIVE DEVICES 
OR SUBSTANCE THREAT PROCEDURES – 
CODE PURPLE 

19.1  Threat Overview 

Bomb threats are usually a form of communication, written or verbal, delivered by electronic 
(email, FAX, Web Chat, SMS etc), oral (telephone, tape recording), or other medium (letter) 
which are frequently used to disrupt business or cause alarm. These procedures are designed to 
help people respond to and deal with a threat in accordance with current directions provided by 
the Australian Federal Police and Australian Standard 3745-2010. 
These procedures are designed to help you assess the level of the threat and, on the information 
available, decide on a course of action. 

The following points provide an overview of the initial actions to take when a threat is received. 

19.2  Telephone Threat Procedures 

Any person receiving a telephone threat should observe the following: 

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

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

(c) Use the threat check list provided. The check list can be used as evidence against the 
perpetrator of the threat in any subsequent legal proceedings.  

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

(e) Listen carefully for any background noises, speech mannerisms, accents or other details 
that might give a clue to the age, sex, identity and location of the caller; 

(f) DO NOT discuss the call with other occupants in order to minimise distress; be discreet 
with the information and take direction from Chief Warden or a Manager; 

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

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

19.3  Written Threat 

Once it has been confirmed that a message is a bomb threat, the message and envelope or its 
container should be placed in a paper envelope or paper folder for further examination by 
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.  

19.5  Threat Evaluation 

Following the receipt of a threat the Chief Warden must consider the level of threat and decide 
on the appropriate action, using the threat report, results of searches by the Emergency Control 
Organisation and information obtained from building occupants and the Police. The threat may 
be assessed as: 

 NON-SPECIFIC THREAT. For example, a call made by a child and/or with childish laughter in 
background or where little detail is received. 

 SPECIFIC THREAT. For example, a call made in a calm deliberate manner where greater detail 
regarding timing, location or type of device is given. 

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

 Calling Triple Zero (000); 

 Whether the item was hidden; 

 Is it obviously a device; 

 Is it similar to the original threat 
description; 

 Is it typical of all other items in the 
area; 

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

 Is there evidence of forced entry? 

19.6  Assembly Area 

The designated safe assembly area is to be well away from the building, out of line-of-sight and 
well clear of windows.  The evacuation Assembly Areas should be searched by Wardens 
nominated by the Chief Warden.  The Wardens used for this search should be from an area away 
from the threat. The designated safe assembly area is to be well away from the building, out of 
line-of-sight and well clear of windows.  For biological threats evacuate upwind and upslope of 
the building. A minimum distance of 150 metres is recommended. More details on evacuation 
distances are given in the next section. 

19.7  Detailed Room Search 

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

(a) Listen for any unusual sounds; 

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

(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 
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19.9  Sample of First 5 Minutes Bomb Threat Checklist 
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 EARTHQUAKES PROCEDURES  
– CODE BROWN 

20.1  Personal Safety Guidelines 

Earthquakes strike without warning. Generally, the SAFEST PLACE to be is in the OPEN – away 
from buildings. However, if you are in a building when the earthquake strikes, you should NOT 
attempt to run from the building. Outside the building you may be met with falling debris and 
power lines. It is safer for you to remain in the building. Expect aftershocks. 

Indoors 
(a) Try to remain calm and stay inside until the shaking stops; 

(b) Move away from windows, outside walls, and anything that could fall; 

(c) Restrict your movements to a few steps to a nearby structurally safe place such as a set of 
fire stairs; 

(d) If possible, take cover from falling debris next to a desk or substantial table or move to an 
internal corner of a room or in a doorway, sit down and crouch and protect your face and 
head with your arms; 

(e) DO NOT use lifts or escalators; 

(f) DO NOT use matches, candles or any naked flame in case of broken gas lines; 

(g) Only use telephones in an emergency (do not expect an immediate response from the 
Emergency Services); 

(h) If trapped do not move about or kick up dust, cover your mouth with a handkerchief or 
clothing.  Tap on a pipe or wall so rescuers can locate you. Shout only as a last resort as 
shouting can cause you to inhale hazardous quantities of dust. 

REMEMBER – DO NOT ATTEMPT TO RUN FROM THE BUILDING 

Outdoors 
(a) Stay outside until the shaking stops; 

(b) Keep well clear of buildings and other structures, power lines, trees and vehicles; 

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

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

Once the tremor has stopped, look around for injured persons and reassure others in your area. 
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 Duties of the Emergency Control Organisation 
 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 

 
Unless conditions otherwise dictate Floor or Area Wardens should be advised to direct 
occupants to remain where they are until the immediate danger is over.  Conditions 
outside could be worse than inside. 

 

 Floor or Area Wardens and Wardens 
When the earthquake stops Wardens should direct all occupants to remain in their present 
safe refuge points until they have carried out a safety check.  Wardens should then inspect 
their area and report to their Floor or Area Warden, who will then report to the Chief Warden, 
on the following: 

 Any injuries; their nature, severity and who is giving first aid; 

 
Any hazards such as fallen or exposed electrical wires, precariously balanced material 
such as hanging ceilings, beams, etc; 

 Any unfamiliar odours; and 

 The condition of any stairway as far as they can see from their level; and 

 
If considered safe to do so, Floor or Area Wardens will direct occupants to assemble in 
safe areas, as close as possible to the Emergency Exits and await further instructions. 

 



CODE BROWN 

333 Collins Street, Melbourne, VIC 3000 
333COL_v1.00 dated 31/01/2022 - © Copyright First 5 Minutes Pty Ltd  

73 

 CIVIL DISTURBANCE PROCEDURES  
– CODE BROWN 

21.1  Causes 

Industrial unrest, emotional international situations or unpopular political decisions may lead to 
public demonstrations that could threaten the security of a building. 

21.2  Responsibility 

The Chief Warden should coordinate the response to an incident until the arrival of the Police, to 
whom they should provide as much assistance as required. 

21.3  Action 

As soon as the Chief Warden is aware of civil disorder occurring inside or in the vicinity of the 
building, the following action should be taken: 

 Chief Warden’s Actions 

 
Notify the Police and request assistance (call ZERO ZERO ZERO (000) and ask for the 
Police Operator); 

 Notify supervisors; 

 Restrict entry to the building; Secure if able; 

 Confine the presence of demonstrators to the ground floor; 

 Restrict contact between demonstrators and building occupants; 

 Alert other members of the ECO; 

 
Offices should be locked. Cash, valuables and files should be secured.  Windows, blinds 
and curtains should be closed, and staff directed not to agitate the demonstrators; and 

 The Chief Warden should promote an air of confidence and calm. 
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 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. 

A severe storm is a local event that encompasses destructive winds and/or heavy rain and hail 
and in some 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 and safety due to the physical effects of high wind, hail and lightning. 

22.2  Use of Lifts - Immediately before a storm hits 

Close up all vents and openings in the top of the lift shaft to prevent water from getting into the 
lift shaft. 

1. Make sure no one is left in the building who would need the lifts for egress. 

2. If lifts are enclosed and not exposed to the elements, run each car to a stop near the 
centre of travel 

3. If lifts are exposed to the elements, run your lifts to the floor below the top floor. 

4. Shut down the lift with keyed switch and park it with doors closed. 

5. In machine room, turn elevator electric disconnect switches to off. There is one switch for 
each lift; it’s usually located adjacent to the machine room door. 

22.3  Use of Lifts - During a storm 

Never use lifts during a severe storm, even if your building has an emergency power generator. 
Rising water or wind-driven water can cause electrical short circuits 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 inspect the machine room for 
water on the floor or the control panels. Also check the pit area for water damage. If water is 
found in these areas, call your lift service company for an inspection before you operate the 
equipment. 

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

 Employee’s Actions 
 Immediately advise their supervisor or Warden who will notify the Chief Warden; 

 
Remain in the area as directed by the Chief Warden unless it is unsafe to do so as 
leaving may expose them to possible risk.  If individual employees do depart it may also 
create difficulties in accounting for them; 

 
Follow the directions of Wardens if there is a need to relocate within or evacuate the 
building; 

 
If shelter in place is required move to the designated floor or such other location as 
directed; and 

 
Remain at the designated location and follow the directions of the Chief Warden until 
the danger has passed. 

 

Chief Warden Action - Severe Storm - Warning 
The Chief Warden shall take the following action if the facility is threatened by the potential of a 
severe storm: 

 Chief Warden’s Actions 

 
Immediately log onto the Bureau of Meteorology (BoM) weather site and check the 
warnings. Maintain a regular watch of the warnings; 

 Report the expected incident to the building Facility Manager; 

 Ensure that torches are available; 

 
Consult with Supervisors to arrange measures to be implemented to mitigate the effects 
of a storm by securing external fixtures and fittings; and prepare to move occupants to 
safe areas within the building which are away from windows; and 

 
Ensure any person who advises of or is observed with any sign of distress is placed in 
the care of appropriate paramedical personnel. 
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Facility Manager Action - Severe Storm - Warning 
The Facility Manager shall take the following action: 

 Facility Manager’s Actions 
 Ensure that the Chief Warden has performed the nominated tasks; 

 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 
of appropriate paramedical personnel; 

 
Undertake a situation analysis to determine if the building has any potential 
vulnerability to the impending storm; 

 Close the building if the threatened storm could cause harm to life safety; 

 
Pay special attention to securing/protecting critical elements that will impact upon the 
immediate functionality of the building; 

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

 Advise occupants of the on-going situation. 
 

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

22.6  Severe Storm - IMPACT 

Employee Action - Severe Storm - Impact 
When a severe storm impacts on the building employees should take the follow action: 

 Employee’s Actions 

 
Remain calm and advise their immediate supervisor or Warden of any injuries or 
situations that could affect the safety of other employees or members of the public; 

 Move away from windows and outside walls; 

 
Take cover from debris, move to an internal corner of a room, sit down and protect 
both the face and head; 

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

 DO NOT leave their area unless it is unsafe to remain. 
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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: 

 Chief Warden’s Actions 
 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; 

 
Instruct employees to turn off electrical equipment that could be effected by power 
surges; 

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

 
Ensure any employee or visitor who advises of or is observed with any sign of distress is 
placed in the care of appropriate paramedical personnel; and 

 Follow the directions of and assist the Emergency Services upon their arrival. 
 

Facility Manager Action - Severe Storm - Impact 
The Facility Manager shall take the following action when a severe storm has impacted on the 
building: 

 Facility Manager’s Actions 
 Ensure that the Chief Warden has performed the nominated tasks; 
 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 
of appropriate paramedical personnel; 

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

 Advise occupants of the situation; 
 Audit the facility to identify any damage resultant from the storm; 

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

 
Set up an incident control centre within the building or near to the building as 
necessary; 

 Advise occupants of ongoing developments; 
 Organise contractors to clean up and remove rubbish; 

 
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; 

 
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: 

SES       132500 

       www.ses.vic.gov.au 

VIC Emergency                    www.emergency.vic.gov.au/respond 

VIC Emergency Hotline      1800 226 226 
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 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. 

Properties at risk from flood inundation are those that are located within or adjacent to flood 
plains or 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 failure of storm water drainage systems to cope with a sudden or prolonged downpour. 

A one-hundred-year flood is a flood event that has a 1% probability of occurring in any given 
year. The 100-year flood is also referred to as the 1% flood, since its annual exceedance 
probability is 1%. For river systems, the 100-year flood is generally expressed as a flowrate. 

Properties located in flood prone areas should have pre-planned and constructed physical 
measures to minimise the flood effects. In the long term they must engage a hydrologist to 
develop a flood plan for their building. 

23.2  Flood - Warning 

Occupant Action 
Where there is a possibility that a building may be exposed to a flood occupants should take the 
following action: 

 Occupant’s Actions 

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

 
Remain in their normal area unless it is unsafe to do so as leaving may expose them to 
possible risk.  If individual occupants do depart it may also create difficulties in 
accounting for occupants; 

 Follow the directions of Wardens if there is a need to evacuate the building; 

 Move to the designated assembly area or such other location as directed; and 

 
Remain at the evacuation assembly area until it is unsafe to do so or directed to return 
by the Chief Warden or the officer in charge of the responding Emergency Service. 
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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: 

 Chief Warden’s Actions 

 Report the expected incident to the Property Manager; 

 

Consult with tenancy/workplace managers to arrange measures to be implemented to 
mitigate the effects of a flood by: 
 moving valuables/essential assets to an area located above the  

anticipated flood level; 
 placing sandbags at entry points to eliminate or minimise the amount of water  

that could enter the building; 
 disconnecting portable electrical equipment such as computers and if possible move 

them to a location located above the anticipated flood level.  If the items cannot be 
moved ensure power is disconnected; 

 Arrange for an electrician to be available to disconnect the mains power; 

 
Evaluate the need to evacuate the building; and, if necessary and dependent on the 
evaluation, commence a partial or full evacuation of the building; and 

 
Ensure any person who advises of or is observed with any sign of distress is placed in 
the care of appropriate paramedical personnel. 

 

Property Manager Action 
The Property Manager shall take the following action: 

 Property Manager’s Actions 
 Ensure that the Chief Warden has performed the nominated tasks; 

 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 
of appropriate paramedical personnel; 

 
Undertake a situation analysis to determine if the building has any potential 
vulnerability to the impending flood; 

 Close the building if the threatened flood could cause harm to life safety; 

 
Pay special attention to securing/protecting critical elements that will impact upon the 
immediate functionality of the building; 

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

 Advise occupants of the situation; 

 
Organise contractors to be on stand-by to conduct repairs to any failed service, 
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. 



CODE BROWN 

333 Collins Street, Melbourne, VIC 3000 
333COL_v1.00 dated 31/01/2022 - © Copyright First 5 Minutes Pty Ltd  

81 

23.3  Flood - Impact 

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

 Occupant’s Actions 

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

 Relocate to an area above the expected flood level; 

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

 DO NOT leave their area unless it is unsafe to remain; and 

 
Stop the use of vehicles unless there are special circumstances that warrants this, for 
example a serious injury requires the transport of a person where the Emergency 
Services are unable to help. 

  

Chief Warden Action 
The Chief Warden shall take the following action when a flood occurs: 

 Chief Warden’s Actions 
 Report the incident to the Property Manager; 

 
Relocate occupants located in those parts of the building that could be subjected to 
flood water to a safe area within the building or other safe point; 

 
Evaluate the need to evacuate the building; and, if necessary and dependent on the 
evaluation, commence a partial or full evacuation of the building; 

 
Instruct occupants to turn off electrical equipment that could be effected by power 
surges; 

 
Move valuable records and high cost items to a point above any area that may be 
subject to flood water penetration; 

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

 Follow the directions of and assist the Emergency Services upon their arrival. 
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Property Manager Action 
The Property Manager shall take the following action: 

 Property Manager’s Actions 
 Ensure that the Chief Warden has performed the nominated tasks; 

 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 
of appropriate paramedical personnel; 

 
Liaise with the property security provider to secure the property as soon as it is safe to 
do so; 

 Advise occupants of the situation; 

 Audit the facility to identify any damage resultant from the incident; 

 
Seek professional advice on any structural or property system element where a visual 
inspection cannot determine the safety, security or functionality; 

 
Set up an incident control centre within the building or near to the building as 
necessary; 

 Advise occupants of ongoing developments; 

 Organise contractors to clean up and remove rubbish; 

 
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; 

 
Determine when it is safe to re-occupy the building and advise all tenants of this 
decision; 

 Assess the permanent property repair priority; and 

 
Arrange for contractors to carry out permanent repairs to the building and clean up the 
site. 

 

23.4  Media Emergency Warnings 

Bureau of Meteorology    www.bom.gov.au 

Victoria 
For Warnings: 

SES       132500 

       www.ses.vic.gov.au 

VIC Emergency                    www.emergency.vic.gov.au/respond 

VIC Emergency Hotline      1800 226 226 

 



CODE BLACK 

333 Collins Street, Melbourne, VIC 3000 
333COL_v1.00 dated 31/01/2022 - © Copyright First 5 Minutes Pty Ltd  

83 

 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. 

Note:  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 
ineffective Lockdown.  

24.1  Response Procedures to an Active Armed Offender 

Note:    The following procedure is in accordance with Appendix C of the Active Armed 
Offender Guidelines for Crowded Places as documented in Australia’s Strategy for 
Protecting Crowded Places from Terrorism.   

 
When attacks involving firearms and other weapons occur, being prepared to rapidly react is 
paramount. By understanding your options and actions in advance, you are more likely to make a 
quick and informed decision during an Active Threat incident. The Escape Hide Tell drill is a 
procedure that can aid individuals in responding to an armed threat in their immediate area - 
Escape if you can, Hide if you cannot escape, Tell as soon as it is safe to do so. 

ESCAPE  
Escape should always be the primary objective for individuals during an Active Threat event. The 
more time and space between an offender and a potential victim/s, the greater their chances of 
survivability.  

When escaping, you must: 

 Move with purpose and at best speed to leave your immediate area and get outside. This 
requires a sound understanding of an occupied building’s layout and where all of the exit 
routes and points are.  

 Once out of the building, continue to move away from the area - Increased time and space 
equals increased chance of survival.  

 Whilst escaping the building and continuing to move away from the area, attempt to move 
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. For 
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 

 Barricade doors with furniture 

 Close any blinds or curtains 

 Turn off lights 

 Put phones on silent/ vibrate off 

 Lie flat on the floor 

 Stay silent 

If you cannot locate a room to hide in, you must attempt to achieve the above points to the best 
of your ability within your hiding position. 

Remember, Escape is the best course of action in the event of an Active Threat. Therefore, 
remain vigilant for opportunities to leave your hiding position and Escape the area if it is safe to 
do so.  

TELL 
Irrespective of whether you have escaped or are hiding, you must Tell (call) 000 as soon as it is 
safe to do so. The sooner law enforcement elements are able to attend the incident, the sooner 
the incident will be resolved.  

000 operators will establish your location and why you require assistance. In addition, provide 
them with any information you have that will help coordinate a response. For example, 

 Number of offenders and description of their appearance 

 What type of weapons being used (knife, firearms 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. 

Note:  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  Hostage Incident 

In the event of a hostage incident, the following three phases will generally occur. 

Phase 1 - Capture 
This is the most dangerous period due to the high levels of adrenaline for all involved. Therefore, 
Phase 1 needs to be deescalated as soon as possible in order to move to Phase 2. To achieve this, 
you must:  

 Remain as calm as possible; 

 Follow the offenders’ instructions; 

 Not move unless told to do so by the offender; 

 Keep eyes low and not staring at the offender; 

 Not talk unless asked a question by the offender. 

Phase 2 - Internment 
The duration of this phase can range between minutes and days. 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 behaving in a compliant and 
friendly manner to encourage opportunities for dialogue, as this humanises yourself and 
other hostages. However, if the offender does not want to communicate, remain silent. 

 Capitalise – use this time to mentally note information about the offender that may be 
useful to authorities after the event, such as height, complexion, accent, tattoos/scars and 
clothing. 

Phase 3 - Resolution 
At some point the hostage situation will be resolved, either by negotiated release or 
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 steel 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 

 Follow the offenders’ instructions and provide them with what they want 

 Not move unless told to do so by the offender 

 Keep eyes low and not stare at the offender 

 Not talk unless asked a question by the offender 

 Preventative measures for Armed Robbery 
 Comply with company security and access protocols and policies. 

 
Be aware of people loitering for extended periods that appear agitated and  
may be holding bulky items. 

 Advise your Manager if you see anyone acting strangely or suspiciously. 

 
Keep rear and side doors locked from external access at all times. Minimise the points 
of entry to lessen the chance of unauthorised persons gaining access to the premises. 

 
If your company holds cash on the premises, keep cash in any till drawer to a minimum. 
Never discuss cash transactions or procedures involving the holding or movement of 
cash with any person other than staff who have a direct need to know. 

 
Till drawers should be locked when not in use and the key stored or  
held securely at all times. 

 
Do not discuss security procedures with anyone other than staff members who  
have a direct need to know. 

 
Record the telephone numbers of your Security Company and the Police  
near the telephone. 

 
Keep offender and weapon description forms and learn how to  
complete them correctly. 

 Be knowledgeable about the location and operation of all security and duress alarms. 
 

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 
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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 LOCKDOWN PROCEDURES  
– CODE BLACK 

25.1  Introduction 

Lockdown procedures form an important part of an organisations plan for protecting individuals 
in the event of Active Threat incident and should not be confused with shelter-in-place 
procedures used during extreme weather events or natural disasters.  

The optimum effect of a Lockdown is to deny a threat access to a facility in the first instance 
through the initiation of a Preventative Lockdown. If a successful Preventative Lockdown is 
unable to be achieved and a threat gains some level of access to a facility, then an Emergency 
Lockdown must be initiated. 

25.2  Preventative Lockdown 

Preventative Lockdowns enable an organisation to prevent an external threat from gaining 
internal access to a facility or site. This level of protection is achieved by electronically or 
manually securing/locking all external doors, windows, gates and any other point an offender 
may be able to exploit in order to gain internal access.  

To enact a Preventative Lockdown, an organisation must concurrently: 

 Publicly announce and initiate a Lockdown in accordance with the  
Emergency Management Manual; 

 Immediately lock/secure all external entry points to all buildings; 

 Enact the ECO. 

To enact a Preventative Lockdown, all individuals must concurrently: 

 Lock the doors and windows to their immediate workspace if possible or move to a 
predesignated safe-room; 

 Turn off lights; 

 Close any blinds or curtains; 

 Barricade doors with furniture; 

 Turn phones on silent with vibrate off; 

 Remain silent and vigilant while awaiting direction from the ECO; 

 Not open the doors of any secured spaces or announce your presence to anyone outside of 
your safe space until CW has officially ended the Lockdown. 

 Considerations for a Preventative Lockdown: 
 The threat must be identified and the Preventative Lockdown initiated while the threat is still 

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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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 
explosions, all individuals must immediately and concurrently:  

 Lock the doors and windows to their immediate workspace if possible or move to a 
predesignated saferoom; 

 Turn off lights; 

 Close any blinds or curtains; 

 Barricade doors with furniture; 

 Turn phones on silent with vibrate off; 

 Remain silent and vigilant while awaiting direction from the ECO; 

 Not open the doors of any secured spaces or announce your presence to anyone outside of 
your safe space until officially directed to by law enforcement.  

Note:   If the threat is in your immediate area or an attack is occurring in your occupied 
space, you must Escape Hide Tell. 

Considerations for an Emergency Lockdown: 
 If the threat is now inside the building or facility and cannot be accounted for, deciding to 

individually move though the building in order to escape may be more dangerous than 
securing yourself in an appropriate saferoom. 

 If for some reason a fire alarm is activated during an Active Threat incident, locked doors to 
spaces being used as safe-rooms may automatically unlock. 

 It is unlikely there will be any communication or coordination from the ECO. 

 Most Active Armed Offender incidents are over in less than 12 minutes.  

 An appropriately secured safe-room can put considerable time between those 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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 MANAGING INFECTIOUS DISEASES  
– CODE YELLOW 

26.1  Assumption of Risk 

The basis of good infection control in the workplace is to assume that everyone is potentially 
infectious. Proper procedures have to be followed at all times. Every workplace should have an 
appropriate first aid kit, with at least one staff member trained in first aid. Equipment such as 
gloves, gowns, eye goggles and face shields should be provided if necessary. 

26.2  Transmission of Infection 

Infectious agents can be spread in a variety of ways, including:  

 Breathing in airborne germs – coughs or sneezes release airborne pathogens, which are then 
inhaled by others; 

 Touching contaminated objects or eating contaminated food – the pathogens in a person's 
faeces may be spread to food or other objects, if their hands are dirty; 

 Skin-to-skin contact – the transfer of some pathogens can occur through touch, or by sharing 
personal items, clothing or objects; 

 Contact with body fluids – pathogens in saliva, urine, faeces or blood can be passed to 
another person's body via cuts or abrasions, or through the mucus membranes of the mouth 
and eyes. 

26.3  Workplace Infection Control – Personal Hygiene Practices 

Infection control procedures relating to good personal hygiene include:  

 Hand washing – the spread of many pathogens can be prevented with regular hand washing. 
Thoroughly wash your hands with water and soap for at least 15 seconds after visiting the 
toilet, before preparing food, and after touching clients or equipment. Dry your hands with 
disposable paper towels 

 Unbroken skin – intact and healthy skin is a major barrier to pathogens. Cover any cuts or 
abrasions with a waterproof dressing 

 Gloves – wear gloves if you are handling body fluids or equipment containing body fluids, if 
you are touching someone else's broken skin or mucus membrane, or performing any other 
invasive procedure. Wash your hands between each client and use fresh gloves for each 
client where necessary 

 Personal items – don't share towels, clothing, razors, toothbrushes, shavers or other 
personal items. 
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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; 

 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. 

26.5  Infection Control – Occupational Exposure to Body Fluids 

If you come in contact with blood or body fluids:  

 Flush the area with running water; 

 Wash the area with plenty of warm water and soap; 

 Report the incident to the appropriate staff member; 

 Record the incident via the Disease/Injury/Near Miss/Accident (DINMA) reporting procedure; 

 Seek medical advice; 

 Employers and occupational health and safety representatives should investigate all 
incidents involving contact with blood or body fluids, and take action to prevent a similar 
incident from happening again; 

 Using disinfectants to clean up blood and other spills of bodily fluids; 

 When using disinfectants – always wearing gloves, cleaning the surfaces before using the 
disinfectant, and always following the manufacturer's instructions exactly; 

 Spot cleaning when necessary. 

26.6  Dealing With Spills of Body Fluids 

Examples of body fluids include blood, saliva, urine and faeces. When dealing with spills of body 
fluids, infection control procedures need to be followed carefully. Always:  

 Isolate the area; 

 Wear gloves, a plastic apron and eye protection, such as goggles; 

 Soak up the fluid with disposable paper towels, or cover the spill with a granular chlorine-
releasing agent for a minimum of 10 minutes. Scoop up granules and waste using a piece 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; 

 Wash the area with hot water and detergent; 

 Dry the area; 

 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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 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 
upon the wider Australian community each year (and for which an annual vaccination is 
available). 

A pandemic disease is anticipated to be more widespread than seasonal influenza and have a 
much more severe impact on businesses. 

Fundamentally, the position statement places the pandemic disease emergency/crisis/issue into 
three segments: 

27.1  Segment A - Pandemic Preparedness 

This segment deals with various activities by a Facility Manager that may be determined / 
implemented while the level of threat is minimal.  Essentially, these activities are preventative 
risk management strategies to ensure that individual buildings are capable of continued 
operation and functionality. 

27.2  Segment B - Pandemic Incident - Early Response 

This segment deals with the early response to a pandemic disease in Australia which would be 
represented by the current Australian Government Pandemic Phase Level 6 onwards.  Essentially, 
the actions in this segment would be strongly reliant upon the advisory information from 
relevant Government Authorities. 

27.3  Segment C “Pandemic Incident – Ongoing” 

This segment deals with the actions and response that may apply when the current Australian 
Government Pandemic Phase levels apply from Level 6 (b) onwards.  In all probability, the actions 
in this segment will be directed by Government and relevant agencies. 

Note:  The Government may, at its discretion, introduce a separate but comparable 
Pandemic Alert Scale at some future time. 

While an infectious pandemic may well be introduced into a building through a tenant or visitors 
over which the Facility Manager has little control clearly the Australian Government will 
constantly monitor the world position and elevate the Australian risk warning as necessary. 

The Facility Manager of a commercial building may need to action the following to prepare for or 
deal with a pandemic disease: 

 Distribute specific advisory communication/s to tenants.  Keep a register of both the 
communication forwarded and the date sent. 

 Monitor the standard of cleaning services provided by contractors and keep a register of the 
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. 

 Issue 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 
other materials as required and keep a register of the date, quantity and location of the 
distribution. 

 Organise any training associated with the upgrading of pandemic disease information, 
building processes or hygiene and maintain a register of the date and attendance at training 
or frequency of advice. 

 Put in place the necessary actions to reduce the number of exit/entry points, install 
additional hand cleaning facilities, increase contracting service intervals, remove hazardous 
functions and other pandemic disease strategies.  All actions must be documented in a 
register with the date and activity recorded. 

The potential for a form of pandemic disease to impact upon the world does exist.  How, when 
and in what form it presents is difficult to describe.  Governments have broad based pandemic 
disease plans which are constantly under review.  Should a pandemic disease 
emergency/crisis/issue occur in a severe form, there is some possibility that infrastructure 
services will be reduced and in such circumstances, the direction and response applied 
throughout buildings may well be directed by Government Agencies with jurisdictional 
responsibilities.  In such circumstances, public authorities will provide ongoing direction. 

27.4  Pandemic Disease Incident Occurs 

Occupant Action 
In the event of a pandemic disease incident where there is little or no warning occupants should 
take the following action: 

 Occupant Actions 

 
Immediately advise their workplace manager, immediate supervisor or Warden who will 
notify the Chief Warden; 

 
Self protection is important and if an individual believes they have been exposed to a 
pandemic disease hold your breath and move quickly away covering your face with a 
handkerchief or cloth; 

 

If any of the following effects are evident seek medical assistance immediately: 
 fever 

 cough or a sore throat 

 fatigue 

 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: 

 Chief Warden’s Actions 

 

Call ‘000’ and advise the emergency services of the incident including: 

 The exact location of the incident. 

 The estimated number of victims. 

 The victims’ symptoms. 

 
Shut down the air handling system. This includes all types of fans or air circulation 
equipment; 

 Follow the instruction of the attending emergency services; 

 Report the incident to the Facility Manager. 
 

Facility Manager’s Action 
The Facility Manager shall consider the following action: 

 Facility Manager’s Actions 
 Ensure that the Chief Warden has performed the nominated tasks; 

 Action any task not yet performed by the Chief Warden; 

 
Ensure a command post has been established to liaise with the responding Emergency 
Service; 

 
Ensure any tenant or visitor who advises of or is observed with any ill effects is placed in 
the care of appropriate paramedical personnel; 

 
Instruct the building security provider to secure the property and put in place 
appropriate security measures; 

 Ensure that all vehicle access (both arrivals and departures) ceases; 

 
Liaise with the attending Emergency Service Officer/s. Follow the directions of the 
Senior Emergency Services Officer; 

 Advise occupants of the situation and ongoing developments; 

 Audit the facility to identify any contamination resultant from the incident; 

 Arrange for contractors to carry out decontamination of the building or its environs; and 

 
Once an emergency is completed and/or at an appropriate time, the Facility Manager 
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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 CHEMICAL, BIOLOGICAL OR 
RADIOLOGICAL EMERGENCY  
– CODE YELLOW 

28.1  Introduction 

Incidents that may be encountered may include chemical, biological or radiological (CBR) agents.  
These agents 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 
radiological properties.  In all cases, there must be sound and conforming practices and training 
to facilitate the housing of such goods and these issues are outside the scope of this document. 

This section of the emergency response procedures deals with the actions required when CBR 
contaminates are introduced either through accidental or purposeful actions by first providing an 
overview and then direct emergency response procedures which are focused on personal and 
general actions. 

28.2  Differences between a chemical and a biological agent 

Chemical and biological agents can be dispersed in the air we breathe, the water we drink, or on 
surfaces we physically contact. Dispersion methods may be as simple as opening a container, 
using conventional (garden) spray devices, or as elaborate as detonating an improvised explosive 
device. 

Chemical incidents are characterised by the rapid onset of medical symptoms (minutes to hours) 
and easily observed signatures (coloured residue, dead foliage, pungent odour, dead insects, fish, 
and animals). 

Biological incidents are characterised by the onset of symptoms in hours to days. Typically, there 
will be no characteristic signatures because biological agents are 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 

Any act to purposefully introduce chemical, biological or radiological contaminants 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 further on in this 
section. 

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 skin 
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 a volatile chemical substance is released inside a building or enclosed space, people should: 

 Minimise the chance of exposure by moving away from the release and avoiding skin contact; 

 Do whatever it takes to find uncontaminated air quickly – exit the enclosed space if they can 
do so without passing through a contaminated area or break a window to access clean air; 

 Follow the directions of emergency responders; and When safely away from the chemical 
source: 

o Remove outer clothing if contaminated and place in a sealed plastic bag; 

o Wash with soap and water, flush skin with lots of water, and flush eyes with 
water if they are irritated; 

o Put on clean clothes if possible; 

o Seek medical attention if they have been exposed to the chemical, even if there 
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 The estimated number of victims; 

o The victims’ symptoms. 

 Shut down the air handling system.  This includes all types of fans or air circulation 
equipment. 

 Isolate the incident area and if inside move people outside.  If outside move all people 
upwind and at all times to a level above the point of release. 

 Follow the instruction of the attending emergency services. 

If a volatile chemical substance is released in an outdoor or open space, people should: 

 Avoid any obvious plume or vapour cloud; 

 Consider wind direction and move upwind and uphill, if possible; 

 If exposed, decontaminate as above; 

 If not exposed, walk away from the site and into a building to shelter in place; 

 Where possible, seal the building to create a temporary barrier between people and the 
contaminated air outside – this can include closing doors, closing windows, turning off fans 
and air conditioning systems, and sealing windows and doors with plastic sheeting and duct 
tape; 

 Monitor the Internet, TV, and radio for official news and instructions as they become 
available. 

28.6  Biological Agents 

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.  They can be 
disseminated by a dispersion device such as an aerosol sprayer.  Biological agents are normally 
ingested or inhaled and while they are not absorbed through the skin these agents can penetrate 
through an open wound. 

The following provides some examples of biological agents: 

 Plague bacteria 

 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; 

 If 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; 

 Ideally, move to a second secure area where you are safe from further exposure to the 
material and at which you are less likely to contaminate persons who have not been 
exposed. 

Unlike chemical agents where symptoms are quickly apparent, it is unlikely that any person will 
know of their exposure to a biological agent because there is a greater lead time before the 
symptoms are apparent. 

28.7  Biological Agent Emergency Response Summary 

The Biological Agents emergency response summary is: 

 If indoors isolate the area and move those who have not been exposed outdoors and upwind 
of the point of release; 

 Prevent others from entering the area; 

 Call ZERO ZERO ZERO (000) and advise the emergency services of the suspected biological 
incident including: 

o The description of the potential contaminant and the package/device. 

o The action taken to isolate the area. 

o Visible signs of distress. 

 Follow the instructions of the attending emergency services. 

 After getting clear of the incident area, consider removing your outer garments if you think 
there may have been airborne radioactive particles 

 If inside move outside but keep well away from others.  If outside move upwind again 
keeping away from others to prevent cross-contamination. 

 Wash exposed skin and hair area; 

 Seek immediate medical advice. 

28.8  Summary 

It is difficult to define what may be a suspicious item.  Only you will know if any specific item is 
suspicious or out of the ordinary. 

Product identification and gathering of information starts from the moment that the incident has 
been noticed.  Some of the characteristics could be: 

 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; 

 Know your building’s emergency procedures; 

 Know the emergency contact telephone numbers including your Chief Warden; 

 People handling mail must remain vigilant and cautious but remember that most reports of 
suspicious packages are unwanted (false) alarms; 

 All personnel who handle mail must be aware of emergency procedures; 

 Where possible the sorting and handling of mail should be done in an area that can be easily 
contained; 

 If a suspicious letter or package has been received but has not been opened place the item in 
a plastic bag and seal it.  Place all items in a second plastic bag and seal it also; 

 Stay in the immediate work area.  This applies to co-workers in the same room.  Prevent 
others from entering the area and becoming contaminated. Wait for help to arrive; 

 Call for help from your immediate supervisor or Call ZERO ZERO ZERO (000) to ask for the 
Fire Service Hazardous Materials (HAZMAT) Unit.  Advise them of the exact location (street 
address, building, and floor number), the number of potentially exposed people, a 
description of the package/device, action taken (e.g. item covered with a black coat); 

 If there has been any handling of suspicious mail all persons who may have been exposed are 
to be aware that they must keep their hands away from their face to avoid contamination of 
the eyes, nose and mouth; 

 If possible, and without leaving your work area, wash your hands. 

If it is thought that the suspicious item may contain an explosive device, follow normal mail 
bomb emergency procedures and evacuate the area. 

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. 
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 HAZARDOUS MATERIAL (HAZMAT) 
– CODE YELLOW 

29.1  Introduction 

Hazardous material (HAZMAT) can be defined as a substance or material in a quantity or form 
that may pose an unreasonable risk to health, safety or property when stored, transported and 
used in commerce. 

The most common hazardous substances are chemicals.  We use chemical products almost every 
day of our lives.  It may be aspirin for a headache, antiseptic for a cut, paint for the walls or a 
cleaning powder for the bathroom or toilet. 

They may seem harmless, but even these ordinary things can make you very sick if they are used 
incorrectly. 

Breathing in the dust of substances such as asbestos and lead, can be a health hazard, especially 
over a long period of time. 

29.2  Risk Assessment 

A risk assessment of all areas where dangerous goods are stored must be conducted and an 
action plan formulated for the most likely incidents that could be envisaged to occur.  This would 
include: 

 Small spillage action; 

 Large spillage action; 

 Small fire action; 

 Large fire action; 

 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 ECO and ERT for a possible 
incident at all storage areas. 

29.3  Safety Data Sheets (SDS) 

A Safety Data Sheet (SDS), previously called a Material Safety Data Sheet (MSDS), is a document 
that provides information on the properties of hazardous chemicals (HAZCHEM) and how they 
affect health and safety in the workplace. For example an SDS includes information on: 

 The identity of the chemical; 

 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 
of a hazardous chemical to prepare an SDS for the chemical. Additionally, a supplier must provide 
the manufacturer or supplier’s current SDS for the hazardous chemical on first supply to a 
workplace and upon request. 

All SDS are to be maintained on site with a copy readily available for the responding Emergency 
Service held at the main entrance to the site. 

29.6  Personnel Health and Safety 

Any hazardous material can affect personnel by: 

 Inhalation; 

 Absorption; 

 Ingestion. 

It is extremely important that any personnel who have been handling or exposed to any 
hazardous material: 

 Wash thoroughly after use; 

 Wash thoroughly before eating; 

 Wash protective equipment; 

 Keep gloves away from eyes; and 

 Change filters on respirators at regular periods. 

The safety of personnel requires that all employees who handle or may come into contact with 
hazardous materials have an adequate knowledge of Dangerous Goods and how to safely 
respond to incidents.  This can be enhanced by familiarisation of the areas where the material is 
stored, conducting risk assessments, putting in place action plans and practicing the plans. 

29.7  (GHS) Global Harmonized Systems for Dangerous Goods 

In order to understand the dangers associated with hazardous materials, you need to have a 
basic knowledge of: 

 General Group Classification for Dangerous Goods; 

 The HAZCHEM Code; 

Dangerous goods by their nature or their quantity constitute a hazard from explosion, fire, 
poisoning or from their corrosive effect. 
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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. 

The main subdivisions for dangerous goods are: 

Class 1 - Explosives 
Class 2 - Gasses 
Compressed, liquefied or dissolved under pressure, e.g., acetylene, compressed nitrogen and 
liquid oxygen. 

Class 3 - Flammable Liquids 

 Note:   That the term flammable has now replaced the more confusing but equivalent 
term inflammable. 

Class 4 - Flammable Solids of Substances 
This ground includes such materials as flammable solids, substances liable to spontaneous 
combustion, and substances that liberate flammable gases on contact with water.  Examples are: 
calcium carbide, sodium, naphthalene. 

Class 5 - Oxidising Substances 
This group contains material that liberates oxygen or cause oxidative processes which may 
stimulate the combustion of other materials.  Organic peroxides form the most hazardous group 
in Class 5 and are flammable, act as strong oxidisers and are liable to explosive decomposition, 
e.g., chromium trioxide, potassium permanganate, and Methyl Ethyl Ketone Peroxide (MEKP). 

Class 6 - Poisonous (Toxic) and Infectious Substances 
These include materials which may cause death or serious injury to human health if swallowed, 
inhaled or by skin contact; and disease producing organisms. 

Class 7 - Radioactive Substances 
Class 8 - Corrosives 
Includes solids or liquids which possess in their original state, the common property, or being 
capable of damaging tissue.  In addition, the substance may cause damage to other goods or the 
means of transport or storage if leakage occurs from its container, e.g., sulphuric acid, sodium 
hydroxide. 

Class 9 - Miscellaneous Dangerous Substances 
(Not included in the above groups) 
  



CODE YELLOW 

333 Collins Street, Melbourne, VIC 3000 
333COL_v1.00 dated 31/01/2022 - © Copyright First 5 Minutes Pty Ltd  

102 

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; 

 Outside the storage building/area; 

 Outside the room in which the material is stored; 

 On storage tanks. 

The sign usually has details of the material such as the name and UN number.  It will also have a 
HAZCHEM Code. The HAZCHEM emergency action code provides the responding emergency 
service or on site team with information on the correct initial action to be taken to prevent the 
escalation of an incident.  It is used in Australia and New Zealand for the bulk transport and 
storage of Dangerous Goods.  

29.10  HAZCHEM Code 

The HAZCHEM Code advises on: 

 Firefighting media; 

 Personal protection requirements; 

 Risk of violent reaction; 

 Spillage handling; 

 Evacuation consideration. 

29.11  Numerals 

The numerals in the code denote the firefighting media: 

1. Jets 

2. Fog 

3. Foam 

4. Dry Agent 

If the code has the numeral “1” then all other agents can be safely 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 cannot be used. 

29.12  Letters 

The letters ranging from “P” to “Z” denote the action and level of protection for the personnel 
responding to the incident. 

If the letters P, R, S, T are used the material can be diluted with spillage washed into drains 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 means 
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.  

• Firefighting media. 

• Personal protection requirements. 

• Risk of violent reaction. 

• Spillage handling. 

• Evacuation consideration. 
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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 

 Call Back No./Location 

Event: 
 Product(s) Involved 

 Quantity 

 Type of vehicle/Container 

 Deaths/Injuries 

 Time/Exact Location 

 Help: on site/to be called 

Other Helpful Information: 
 Consignor/Origin 

 Carrier 

 Consignee/Destination 

 Car/Truck/Trailer/Flight No. 

 Bill of Lading/Waybill No. 

 

 

 

IN CASE OF POISONING  
CALL POISONS INFORMATION CENTRE  

131 126 
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 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: 

30.2  Responding Authority 

The Fire Services in all parts of Australia are the Authority who are equipped and trained to deal 
with a response to a Chemical, Biological, Radiological or Nuclear (CBRN) incident.  

The Police will be the responding Authority for all Improvised Explosive Device (IED) incidents. 

30.3  Mail Opening Procedures 

 If possible, a dedicated room should be set aside for mail handling / opening; 

 Personal Protection Equipment (PPE) and other equipment must be available – impermeable 
gloves (e.g., disposable surgical gloves), face mask, large garbage bags or disposable plastic 
paint drop sheets, A4 sized plastic sleeves; 

 Risk assessments for level of threat should be conducted on a regular basis; 

 During periods that are assessed as low risk, staff may possibly open mail without having a 
face mask fitted but in the interest of hygiene it is recommended that impermeable 
disposable surgical gloves be worn at all times; 

 As the perceived level of threat increase so too does the importance of utilising all available 
PPE; 

 All incoming mail must be screened for suspicious items dependent on the risk assessment; 

 Employees who will be opening mail must receive training in mail handling procedures; 

 Warning / instructional signs should be displayed in the room. 

30.4  Identifying Suspicious Mail Items 

When looking for suspicious items the following features should attract attention: 

 Unexpected deliveries left in the office; 

 Handwritten or poorly typed address; 

 Excessive postage has been paid; 

 Incorrect titles; 

 The weight is unexpectedly high for the 
size of the article; 

 Titles but names omitted; 

 There are holes that could have been 
made by wires; 

 Misspelling of common words; 

 There are stains or grease marks; 

 No return address; 

 Letters have stiffening in them; 

 Excessive securing material such as tape 
or string; 

 Foreign mail, air mail and special 
delivery items; 

 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; 

 Close all entrances and windows to isolate the immediate area; 

 Place envelope / item into an A4 plastic sleeve then place this into a second A4 plastic sleeve 
and place in a prominent location; 

 Shut off fans and or air-conditioning plant where possible to do so without leaving the room; 

Note:  If a Manual Call Point is available operating this device will normally shut down 
the air conditioning system 

 Call ZERO ZERO ZERO (000) and ask for the Fire Service Operator (HAZMAT) and give them 
the details of the suspect item. Move as far as is practicable away from the suspect item; 

 Contact your building Chief Warden. 

Critical Points for Employees 
Keep your hands away from your face, especially the mouth and eyes. 

T.E.S.T.  
Avoid: 

TOUCHING 

EATING 

SMELLING 

TASTING  
If possible after following the procedures wash any contaminated skin. Use extreme care if 
removing contaminated clothing. 
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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; 

 Where practicable cover the suspected contaminant with an upturned waste receptacle or 
other covering such as plastic garbage bag, plastic sheet, coat or similar. All action must be in 
a smooth and calm way to prevent creating turbulence which may cause the agent medium 
(e.g. powder) to become airborne; 

 Shut off fans and or air-conditioning plant where possible to do so without leaving the room; 

NOTE:  If a Manual Call Point is available operating this device will normally shut down 
the air conditioning system 

 Call ZERO ZERO ZERO (000) and ask for the Fire Service Operator (HAZMAT) and give them 
the details of the suspect item. Move as far as is practicable away from the suspect item; 

 Contact your building Chief Warden. 

Critical Points for Employees 
Keep your hands away from your face, especially the mouth and eyes. 

T.E.S.T.  
Avoid: 

TOUCHING 

EATING 

SMELLING 

TASTING  
If possible after following the procedures wash any contaminated skin. Use extreme care if 
removing contaminated clothing. 
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 BUILDING SERVICES / SYSTEMS FAILURE 
PROCEDURES – CODE YELLOW 

31.1  Introduction 

Building services/systems will include statutory features installed within a building to protect the 
health and safety of the occupants.  The range of building services/systems includes services 
such as Electrical Power, Lighting, Lifts, Gas Service, Heating Ventilation and Air Conditioning 
systems (HVAC), Fire Safety Systems (Fire Detection/Suppression Systems), Emergency 
Evacuation Lighting, Communication Systems, Waste Treatment and Water Supply. 

The temporary failure of an individual service or system may not present a risk to the health and 
safety of the occupants that requires either evacuation or an immediate shut down of the 
building.  However, the temporary failure of a combination of features (for example all the fire 
safety systems and the evacuation lighting) or the temporary failure of a particular service during 
adverse conditions (for example the failure of the HVAC system during extreme weather 
conditions) may require the evacuation of part or the entire building until the service(s) are 
restored. 

Building services / systems that could be involved include: 

Air Conditioning Services 

Services Sewerage Systems 

Mains Power Supply 

Bathroom and Toilet Facilities  

Fire Alarm Systems 

Emergency Warning Systems 

Gas Supply 

Security Systems  

Lift Services 

Escalator 

31.2  Occupant’s Action 

In the event of a building services/systems failure occupants should consider the following 
action: 

(a) Immediately advise their workplace manager, immediate supervisor or Warden who will 
notify the Chief Warden; 

(b) Remain calm and continue with their normal work activities provided the temporary 
failure allows them to do so; 

(c) Ensure that they do not use building services such as lifts/toilet facilities and so on 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 
officer in charge of the responding Emergency Service. 
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31.3  The Chief Warden Shall Consider the Following Action 

 Chief Warden’s Actions 
 Immediately report the building services/systems failure to the Facility Manager; 

 
Place the Emergency Control Organisation (ECO) on standby and allocate some ECO 
members to control the use of affected services/systems; 

 
Ensure that building occupants do not use building services such as lifts that may not be 
functioning correctly;  

 Implement a manual system of communication; and 

 
Evaluate the need to evacuate the building; and, if necessary and dependent on the 
evaluation, commence a partial or full evacuation of the building. 

Note:  If there is a failure of the building electrical system or fire safety systems the 
evacuation of occupants must be ordered and completed before the battery power 
for the emergency lighting system for example, emergency lights and/or exit signs 
(especially in stairwells) begins to fail.(especially in stairwells) begins to fail. 

31.4  The Facility Manager Shall Consider the Following Action 

 Facility Manager’s Actions 
 Take control of the incident; 

 Ensure that the Chief Warden has performed the nominated tasks; 

 Action any task not yet performed by the Chief Warden; 

 
Conduct a situation analysis to determine the impacts of the temporary services/system 
failure; 

 Liaise with the building security provider to ensure the security of the entire building; 

 
Make contact with the provider of the defective service or such other utility service 
provider to determine the timing when services will recommence; 

 
Advise occupants of the situation including advice on the estimate period of temporary 
failure; 

 
Make provisions to ensure that the subsequent commencement of supply (such as 
power surge) does not create further emergency/crisis/issues; 

 
Organise contractors to conduct interim repairs to any system/service that is critical to 
the safety or security of occupants and the critical functionality of the building systems 
including all emergency warning systems; 

 Consider the use of temporary/portable substitutes to counter the temporary failure; 

 Advise occupants of ongoing developments; 

 Audit the facility to identify any secondary damage resultant from the incident; and 

 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 
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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 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 
regarding the course of action to take. 

Caution:  The safety of those inside the lift car is of primary importance. Emergency 
evacuation is dangerous and should only be done by a professional lift technician 
or trained Fire Service personnel. 

Step 1 
The Chief Warden or their delegate is to establish contact with the people in the lift through the 
communication system (phone or intercom) or through the lift doors. Explain that the lift is 
experiencing a temporary problem and that qualified personnel are being called to release them. 
Assure passengers that they are safe and MUST NOT attempt to free themselves by prying doors 
or similar dangerous activities. Try to determine the location of the car in the lift shaft, the 
number of people and if anyone is injured or if any life-threatening situation exists. Find out if 
the lights are on in the lift car and what happened immediately before the lift car stopped. 

Passengers should be asked if anyone tripped the stop button. If so, the button should be 
returned to its original position. This could solve the problem immediately. 

Try to keep passengers calm and assure them that you will get them out as quickly and safely as 
possible. Either the operator or a designated person should stay in communication with 
passengers. 

Contact the Facility Manager. 

Step 2 
The Facility Manager will call the lift service company and request emergency service. Tell them 
that people are in a stalled lift. Ask the operator to provide you with the Estimated Time of 
Arrival (ETA) of support personnel. 

Step 3 
Once emergency notification is completed, let the people in the lift know that help is on the way, 
and give them an ETA if possible. Keep them informed. 

Note:  If a life-threatening emergency exists and the lift company’s ETA is too long, call 
the Fire Service. 
Building ECO personnel should never attempt any evacuation without lift service 
company or Fire Service personnel involvement. 

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: 

 Once the operator receives your call, please tell the operator; 

o Your name and building address; 

o Your situation; 

o Your lift number (located above the panel) and building location. 
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 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 
below apply. 

First 5 Minutes Pty Ltd acknowledges the 
origination of the definitions and that it has no 
copyright interest with those used from the 
above nominated published sources. 

Active Armed Offender 
An armed offender who is actively engaged in 
killing or attempting to kill people, and who 
demonstrated their intention to continue to do 
so while having access to additional potential 
victims.  In accordance with ANZCTC Active 
Armed Offender Guidelines for Crowded Places. 

Area 
A floor, zone or place within a building, 
structure or workplace that may be occupied by 
people. 

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). 

• 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. 

• Courier-delivered bomb 
An improvised explosive device (IED) 
delivered by a courier. 

• 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. 

• Mail bomb 
An improvised explosive device (IED) sent 
through the postal system. 

• Placed bomb 
An improvised explosive device (IED) 
hand-delivered or purposefully placed. 

• 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 
organization. It is not necessary for any other 
action to be taken by the offender. 

Building, Structure and Workplace 
A building, structure or workplace that is 
occupied by people, i.e. offices, warehouses, 
factories, public buildings, shopping complexes, 
apartment buildings, or a place that may be 
occupied by people. 

Chief Warden 
The person selected to head the Emergency 
Control Organisation.  The Chief Warden shall 
have a good knowledge of the building, 
structure and workplace. 
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Designated Building Entry Points 
(DBEPs) 
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 
Building Entry point (DBEP). The DBEP will 
normally be the main entrance to the building. 
The regulatory authority may require large 
buildings to be equipped with multiple DBEPs. 

Emergency Control Organisation 
(ECO) 
A person or persons appointed by the 
emergency planning committee to direct and 
control the implementation of the facility's 
emergency response procedures. 

Emergency 
An event that arises internally, or from external 
sources, which may adversely affect the 
occupants or visitors in a facility, and which 
requires an immediate response. 

Emergency Management Manual 
The written documentation of the emergency 
event arrangements for a facility generally 
made during the planning process. It consists of 
the preparedness, response and recovery 
activities and includes the agreed emergency 
management roles, responsibilities, strategies, 
systems and arrangements. 

Emergency Plan 
The written documentation of the emergency 
arrangements for a facility, generally made 
during the planning process. It consists of the 
preparedness, prevention and response 
activities and includes the agreed emergency 
roles, responsibilities, strategies, systems and 
arrangements. 

Emergency Planning Committee 
(EPC) 
Persons responsible for the documentation and 
maintenance of an emergency plan. 

 

Emergency Planning Consultant 
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. 

Emergency Prevention 
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 
to eliminate or reduce the incidence or severity 
of emergencies. 
Emergency Response Procedures 
A documented scheme of assigned 
responsibilities, actions and procedures within 
a designated section of the emergency plan, to 
respond to and manage emergencies. 

Emergency Response Team (ERT) 
Specialist personnel, appointed to attend 
specific incidents, to contain, control or 
eliminate the emergency using emergency 
response equipment. 

Evacuation 
The orderly movement of people from a place 
of danger. 

Evacuation Diagram/Sign 
Emergency and evacuation information about 
the facility, comprising a pictorial 
representation of a floor or area and other 
relevant emergency response information. 

Evacuation Exercise 
An emergency response exercise in which the 
exercise simulates an emergency that requires 
an evacuation. 
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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 
white in colour.  They are installed for use by 
occupants to actuate the EWS within the 
structure ONLY and will not advise the Fire 
Service. 

Emergency Call Point (ECP) 
The term Emergency Call Point (ECP) refers to a 
group of devices that are used to raise an 
alarm.  The devices include, Manual Call Points, 
Emergency Alarm Initiating Devices, Pull 
Alarms, Duress Alarms and Emergency 
Telephones. 

Emergency Door Release (EDR) 
An Emergency Door Release (EDR) is similar in 
construction to a Manual Call Point (MCP) but is 
green/white in colour.  They are installed for 
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 

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 

i)  Fire brigade intervention. 

Facility 
A structure or workplace that is, or may be 
occupied by people (occupants). 

NOTE:  See relevant Commonwealth, 
State and Territory Workplace 
health and safety statutes for the 
definition of ’workplace’. 

Fire Safety System 
Fire safety system means one or any 
combination of the methods used in a  
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 
companies employ their own private fire 
services. The standard of these private fire 
services varies greatly. They are excluded from 
the definition of a fire service. 

Fire and Evacuation Instructions 
Fire and evacuation instructions for a building, 
means general evacuation instructions, first-
response evacuation instructions or evacuation 
coordination instructions for the building. 

Managing Entity (Occupier) 
The managing entity, of a multi-occupancy 
building, means the entity that is the occupier 
of, or in control of, the general access areas of 
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. 

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. 

Performance Solution 
A performance based approach to the fire 
safety issues as recognised by the Building Code 
of Australia, (BCA). This approach allows the 
fire safety provisions within the building to be 
designed in the most flexible, cost-effective and 
practical manner to best suit the specific 
building and its occupancy. 
Person Conducting a Business or 
Undertaking (PCBU) 
A person conducting a business or undertaking 
(PCBU) is the main duty holder under the WHS 
Act. They are usually the employer and may be 
a partnership, company, unincorporated body 
or association, a sole trader, a government 
department or statutory authority. 

A volunteer organisation is a PCBU if it employs 
one or more paid workers. 

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 
An area on a floor or area that is specifically 
designed to protect people from heat, smoke 
and toxic gases and which provides direct 
access to an exit. 
1) Safe place; 
2) A place of safety within a building: 

a) Which is not under threat from a fire; 
and 

b) From which people must be able to 
safely disperse after escaping the 
effects of an emergency to a road or 
open space; or 

3) A road or open space. 

Staging Area 
An area in a facility where occupants and 
visitors are intended to gather in preparation 
for an evacuation. 

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. 

 
 

 

 

 

 

 

 

 

 

 

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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 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 
message delivery cannot be guaranteed. 

There are a range of reasons why you may not receive a text message on your mobile phone 
including your text message inbox was full or your mobile phone was switched off or not in 
coverage. 

You need to remain alert, monitor the outside environment for signs of the event and actively 
seek information. Tune into your emergency broadcasters: ABC and commercial radio stations, 
and SKY News TV, for fire updates and warnings during the fire season. 

34.1  Fire Danger Rating (FDR) 

The Bush Fire Danger Ratings give you an indication of the possible consequences of a fire, if one 
was to start. 

Bush Fire Danger Ratings are based on predicted conditions such as temperature, humidity, wind 
and the dryness of the landscape. 

The higher the fire danger rating, the more dangerous the conditions. 

 

34.2  Resource Websites 

Bureau of Meteorology  www.bom.gov.au 

Victoria 
MFB      www.mfb.vic.gov.au 

CFA      www.cfa.vic.gov.au 

SES      www.ses.vic.gov.au 
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 EMERGENCY PROCEDURE FLOW CHARTS 
35.1  Chief Warden Emergency Procedures Flow Chart 
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35.2  Warden Emergency Procedures Flow Chart 
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 EMERGENCY PROCEDURES PRINT POSTER 
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 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 

DESCRIPTION OF TASK RISK RATING 

Persons At Risk 

A. Staff 
Members 

B. All Occupants 

C. Public 

Likelihood 

1. Rare 

2. Possible 

3. Likely 

4. Almost 
Certain 

5. Certain 

(ISO 31000) 

Consequences 

1. Insignificant 

2. Low 

3. Moderate 

4. Major 

5. Catastrophic 

(ISO 31000) 

1-3 - Tolerable (T) No further action is required unless 
circumstances change. Monitor situation. 

4-8 - Moderate (M) Satisfactory, additional minor actions may 
be required. Re-assess at review date. 

9-15 - High (H) Unsatisfactory, priority action must be 
taken. Review current methods and re-
assess. 

16-25 - Very High (V) Serious and imminent danger. Immediate 
action must be taken. Re-assess after 
control measures. 

Hazard 
No 

Hazard 
Identified 

Persons 
at Risk Control Measures In Place Likelihood  

1-5 
Consequences 

1-5 

Risk Score = 
Consequence 
X Likelihood 

Are Existing 
Control 

Measures 
Adequate 

1  Fire – Minor 
Internal 

A, B, C 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. 

1 2 2 

Tolerable 

Yes 

2  Fire – Major 
Internal 

A, B, C 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. 

1 5 5 

Moderate 

Yes 

3  Medical 
Emergency 

A, B 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. 

3 2 6 

Moderate 

Yes 

4  Bomb or 
Substance 

Threat 

A, B, C Bomb and Substance threat 
procedures in place. ECO trained in 
Bomb and Substance threat 
procedures. 

2 3 6 

Moderate 

Yes 

5  Earthquake A, B, C Emergency response procedures in 
place. ECO trained to be self-reliant 
as impact will be extensive. 

2 4 8 

Moderate 

Yes 

6  Civil 
Disturbance 

A, B, C Emergency response procedures in 
place. Expected rapid response from 
emergency services. 

1 3 3 

Tolerable 

Yes 
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7  Severe 
Storm 

A, B 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. 

2 4 8 

Moderate 

Yes 

8  Flood / 
Storm Surge 

A, B Emergency response procedures in 
place. Pre-incident procedures to 
prepare occupants and protect the 
infrastructure and equipment and 
evacuation routes are designated. 

2 3 6 

Moderate 

Yes 

9  Personal 
Threat 

A, B Emergency response procedures in 
place. ECO trained in Personal 
Threat response. Access security in 
place. Expected rapid response from 
emergency services. 

2 3 6 

Moderate 

Yes 

10  Active 
Armed 

Offender 

A, B, C Emergency response procedures and 
control measures in place. ECO 
trained in Active Armed Offender 
response. Expected rapid response 
from emergency services. 

2 4 8 

Moderate 

Yes 

11  Chemical, 
Biological or 
Radiological 
Emergency 

A, B, C Emergency response procedures in 
place. ECO trained in reporting 
procedure. Expected rapid response 
from emergency services. 

1 5 5 

Moderate 

Yes 

12  Hazardous 
Materials 
Incident 

A, B, C Emergency response procedures and 
control measures in place. Expected 
rapid response from emergency 
services. 

2 4 8 

Moderate 

Yes 

13  Building 
Services / 
Systems 
Failure 

A, B Emergency response procedures in 
place. Possible delay in response 
from Emergency Services and 
Utilities. 

2 2 4 

Moderate 

Yes 

14  Lift 
Entrapment 

A, B Emergency response procedures in 
place. Expected rapid response from 
emergency services and contractors. 

2 2 4 

Moderate 

Yes 

Version Ref: STANDARD_EMM_13-Aug-2021 



 

 

This page has been intentionally left blank. 


	1. FOREWORD
	2. DOCUMENT CONTROL SCHEDULE
	3. HOW TO CALL ZERO ZERO ZERO (000)
	4. EMERGENCY CONTACT NUMBERS
	5. EMERGENCY MANAGEMENT MANUAL REQUIREMENTS
	5.1  Introduction
	5.2  Induction and Annual Training of Employees in Fire Safety
	5.3  General Requirements
	5.4  Operation of the Building Emergency Management Manual
	5.5  Types of Emergencies That Could Affect a Facility

	6. BUILDING OCCUPANCY DETAILS
	7. FACILITY EMERGENCY MANAGEMENT GROUP
	7.1  Emergency Planning Committee
	7.2  Indemnity – Employer to Employee
	7.3  Emergency Control Organisation
	7.4  Selection of ECO Members
	7.5  Number of ECO Members
	7.6  Identification of Emergency Control Organisation Members
	7.7   Warden Identification
	7.8  Maintenance of the Emergency Control Organisation

	8. EVACUATION ASSEMBLY AREAS
	8.1  Master Emergency Communication Point
	8.2  Raising an Alarm
	8.3  Outside Normal Working Hours
	8.4  Persons with Special Needs
	8.5  Use of Lifts
	8.6  Movement of Motor Vehicles During an Emergency

	9. RESPONSE COLOUR CODES
	9.1  All Clear
	9.2  Employee Workplace Health and Safety Obligations
	9.3  Emergency Control Organisation Personnel Training
	9.4  Evacuation Practice
	9.5  An Emergency during an Emergency Response Exercise
	9.6  Evacuation Practice Record

	10. PREVENTION PROCEDURES
	10.1  Maintenance of Exits by Occupiers of Buildings
	10.2  Prevention
	10.3  Hot Work

	11. INSTALLED FIRE SAFETY SYSTEMS AND EQUIPMENT
	11.1  Performance Solutions

	12. ROLE CHECKLIST – CHIEF WARDEN
	12.1  Role Checklist – Communications Officer (if appointed)
	12.2  Role Checklist – Assembly Area Warden (if appointed)
	12.3  Role Checklist – Area Warden
	12.4  Role Checklist – Warden
	12.5  Role Checklist – First Aid Officer
	12.6  ECO Summary

	13. PERSONS WITH SPECIAL NEEDS
	13.1  Personal Emergency Evacuation Plans (PEEP)
	13.2  Impairments
	13.3  Assistance
	13.4  A Person with Special Needs in an Incident-Affected Area
	13.5  A Person with Special Needs in a Non-Affected Area
	13.6  Outside Normal Hours of Occupancy

	14. PERSONAL EMERGENCY EVACUATION  PLAN (PEEP)
	15. EVACUATION PROCEDURES  – CODE ORANGE
	15.1  Evacuation Procedures
	15.2  Authority to Initiate Evacuation
	15.3  Stages of Evacuation
	15.4  Priority Groups for Evacuation
	15.5  Persons Refusing to Comply with Wardens’ Directions
	15.6  Evacuation of Contractors during an Emergency
	15.7  Shelter in Place (No Evacuation)
	15.8  R.A.C.E
	15.9  STAY or GO

	16. MELBOURNE CBD SAFETY PLAN  – CODE ORANGE
	16.1.1 CBD Safety Plan - Summary for Emergencies
	16.1.2 CBD Safety Plan - Roles and Responsibilities
	16.1.3 CBD Safety Plan - Evacuation
	16.1.4 CBD Safety Plan - Further Information

	17. FIRE EMERGENCY PROCEDURES  – CODE RED
	17.1  Fire Extinguisher Break Down
	17.2  Use of Fire Extinguishers
	17.3  Fire Hose Reel Break Down
	17.4  Use of Fire Hose Reels
	17.5  Fire Blanket Break Down
	17.6  Use of Fire Blankets

	18. MEDICAL EMERGENCY PROCEDURES – CODE BLUE
	18.1  Basic Life Support
	18.2  Raise Alarm
	18.3  Information That May Be Required for The Ambulance Service
	18.4  Automatic External Defibrillator (AED)
	18.5  Step by Step Use of an AED

	19. BOMB, IMPROVISED EXPLOSIVE DEVICES OR SUBSTANCE THREAT PROCEDURES – CODE PURPLE
	19.1  Threat Overview
	19.2  Telephone Threat Procedures
	19.3  Written Threat
	19.4  Threat Received by Email
	19.5  Threat Evaluation
	19.6  Assembly Area
	19.7  Detailed Room Search
	19.8  Bomb Threat Strategy Flow Chart
	19.9  Sample of First 5 Minutes Bomb Threat Checklist

	20. EARTHQUAKES PROCEDURES  – CODE BROWN
	20.1  Personal Safety Guidelines

	21. CIVIL DISTURBANCE PROCEDURES  – CODE BROWN
	21.1  Causes
	21.2  Responsibility
	21.3  Action

	22. SEVERE STORM – CODE BROWN
	22.1  Introduction
	22.2  Use of Lifts - Immediately before a storm hits
	22.3  Use of Lifts - During a storm
	22.4  Use of Lifts - After the storm
	22.5  Severe Storm - WARNING
	22.6  Severe Storm - IMPACT
	22.7  Media Emergency Warnings

	23. FLOODING – CODE BROWN
	23.1  Introduction
	23.2  Flood - Warning
	23.3  Flood - Impact
	23.4  Media Emergency Warnings

	24. PERSONAL THREAT PROCEDURES  – CODE BLACK
	24.1  Response Procedures to an Active Armed Offender
	24.2  Response Procedures for Hostage Situations and Armed Robberies
	24.3  Hostage Incident
	24.4  Armed Robbery
	24.5  Information and advice

	25. LOCKDOWN PROCEDURES  – CODE BLACK
	25.1  Introduction
	25.2  Preventative Lockdown
	25.3  Emergency Lockdown

	26. MANAGING INFECTIOUS DISEASES  – CODE YELLOW
	26.1  Assumption of Risk
	26.2  Transmission of Infection
	26.3  Workplace Infection Control – Personal Hygiene Practices
	26.4  Infection Control and Workplace Cleanliness
	26.5  Infection Control – Occupational Exposure to Body Fluids
	26.6  Dealing With Spills of Body Fluids

	27. PANDEMIC PROCEDURES  – CODE YELLOW
	27.1  Segment A - Pandemic Preparedness
	27.2  Segment B - Pandemic Incident - Early Response
	27.3  Segment C “Pandemic Incident – Ongoing”
	27.4  Pandemic Disease Incident Occurs

	28. CHEMICAL, BIOLOGICAL OR RADIOLOGICAL EMERGENCY  – CODE YELLOW
	28.1  Introduction
	28.2  Differences between a chemical and a biological agent
	28.3  Purposeful Introduction
	28.4  Chemical Agents
	28.5  Chemical Agent Emergency Response Summary
	28.6  Biological Agents
	28.7  Biological Agent Emergency Response Summary
	28.8  Summary

	29. HAZARDOUS MATERIAL (HAZMAT) – CODE YELLOW
	29.1  Introduction
	29.2  Risk Assessment
	29.3  Safety Data Sheets (SDS)
	29.4  Reviewing SDS
	29.5  Duties under the WHS Regulations
	29.6  Personnel Health and Safety
	29.7  (GHS) Global Harmonized Systems for Dangerous Goods
	29.8  Class Labels for Dangerous Goods
	29.9  Signs
	29.10  HAZCHEM Code
	29.11  Numerals
	29.12  Letters
	29.13  HAZCHEM Emergency Action Code
	29.14  Emergency Numbers & Information

	30. SUSPECTED BIOLOGICAL ITEM  (WHITE POWDER) – CODE YELLOW
	30.1  Mail Handling Emergency Procedure Guidelines
	30.2  Responding Authority
	30.3  Mail Opening Procedures
	30.4  Identifying Suspicious Mail Items
	30.5  GUIDE - Suspected Biological Item - Contained
	30.6  GUIDE - Suspected Biological Item - Spillage

	31. BUILDING SERVICES / SYSTEMS FAILURE PROCEDURES – CODE YELLOW
	31.1  Introduction
	31.2  Occupant’s Action
	31.3  The Chief Warden Shall Consider the Following Action
	31.4  The Facility Manager Shall Consider the Following Action

	32. LIFT ENTRAPMENT – CODE YELLOW
	33. DEFINITIONS
	34. EMERGENCY ALERTS
	34.1  Fire Danger Rating (FDR)
	34.2  Resource Websites

	35. EMERGENCY PROCEDURE FLOW CHARTS
	35.1  Chief Warden Emergency Procedures Flow Chart
	35.2  Warden Emergency Procedures Flow Chart

	36. EMERGENCY PROCEDURES PRINT POSTER
	37. EMERGENCY IDENTIFICATION AND ANALYSIS

