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	[bookmark: _Toc241505141][bookmark: _Toc241664794]About this template
[Delete this text box when you have completed your template] 
[bookmark: _Toc241505142][bookmark: _Toc241664795]Purpose, scope and application
This template is intended for use by building owners and occupiers, fire evacuation planning consultants, and other persons involved in the preparation of fire evacuation plans for ‘specified’ buildings in Tasmania.  For information on what is deemed a specified building in Tasmania, refer to the General Fire Regulations 2021, available at legislation.tas.gov.au. 
The template provides general advice only.  For detailed guidance, refer to the Tasmania Fire Service Fire Evacuation Plan Guidelines 2026, available at fire.tas.gov.au.  From the menu, under Plan and Prepare, select Building Safety, then Building Fire Evacuation Planning.
[bookmark: _Toc241505143][bookmark: _Toc241664796]How to use this template 
1. The Tasmania Fire Service (TFS) has developed this template to help you prepare a Fire Evacuation Plan for your premises.  It’s not mandatory to use the template, but you might find it useful. 
2. You need to modify and tailor the template to the specific use and needs of your premises, so it forms part of your existing emergency management arrangements.
3. The template is set out in sections. 
Headings are in blue text.
Instructions for using the template are in grey text and contained within square brackets [    ].
Sample text, points to cover and suggested content are in black text. 
You need to adapt any of the text to make it relevant to your premises.
4. If sections are not relevant to your premises, or if you are unsure whether a section is relevant, leave it in place for TFS to review.  Simply state under the heading that the section is not applicable to your premises. 
5. Delete all grey text when you have finished (including this text box). 
6. The template uses automatic headings and has an automated table of contents. When you have finished, highlight the whole document (using the CTRL A function) then press the F5 button.  This will automatically update all numbering and page references. 
7. The template will be most useful if you develop each section with reference to:
· the General Fire Regulations 2021 
· the TFS Fire Evacuation Plan Guidelines 2026 
· Australian Standard (AS) 3745-2010 Planning for emergencies in facilities
· AS 4083-2010 Planning for emergencies – health care facilities
An external stakeholder checklist has been developed for you to cross‑reference, so that everything in the checklist has been included in your Fire Evacuation Plan.  The checklist is available from the TFS website at fire.tas.gov.au.  From the menu, under Plan and Prepare, select Building Safety, then Building Fire Evacuation Planning.


[bookmark: _Toc239687354][bookmark: _Toc241091823][bookmark: _Toc241664797]Introduction
[In this section, provide a brief overview of the purpose of the Fire Evacuation Plan, including its aims and objectives, and how the document will be managed by the premises owner or responsible person(s).  Consider outlining any relevant legislative requirements and the Australian Standards that relate to fire evacuation planning].  
[bookmark: _Toc241404097][bookmark: _Toc241404151][bookmark: _Toc239687355][bookmark: _Toc241091824][bookmark: _Toc241664798]General information
[In the sections below, provide information about the building(s), including size, layout, occupants, and the fire detection and suppression systems installed.  Consider using sub-headings to clearly present information under each topic, as illustrated below.  Add new bullet points as required.]
[bookmark: _Toc241404099][bookmark: _Toc241404153][bookmark: _Toc241664799]Premises description
The building(s) and its features
[Include construction type, number of storeys and building(s) use.  For example, a single‑storey brick veneer office building, or a 2‑storey brick building with a basement car park, or that Level 1 contains 3 retail tenancies, while Level 2 is occupied by a medical practice].
Layout 
[Include the location and use of rooms or areas on each floor, and whether the building contains multiple tenancies.]
Opening hours 
[Provide the normal operating hours of the premises, including any variations between tenants or occupancies.]
Purpose of the building(s) 
[Describe the primary function of the building and the activities that take place in it.  For example, office accommodation, retail tenancies, medical consulting rooms, residential accommodation, industrial operations, or a combination of uses.]
Areas available for hire
[Identify any parts of the premises that may be hired by external users.  Ensure procedures are in place to advise hirers of their responsibilities during emergencies, including the appointment of a Chief Warden and, where required, an Emergency Control Organisation (ECO).  If areas are not hired out, simply state this under the heading.]
Management of contractors and maintenance works to prevent false alarms
[Describe how contractors and maintenance staff are managed to minimise the risk of unwanted fire alarm activations during maintenance or construction activities.  This should include arrangements for works that involve heat, smoke, dust, steam, or other airborne particulates that may activate fire detection devices.]
Short-term accommodation 
[For example, if the premises is used for short-term accommodation, specify the locations of emergency action guides and evacuation diagrams.  At a minimum, these should be located on the inside of the accommodation room door.  Include clear instructions for occupants on what to do in the event of a fire, such as evacuating to the designated emergency assembly area, calling Triple Zero (000), and contacting the accommodation manager.]
Dangerous chemicals and or flammable liquids (gas) stored onsite 
[Include information such as where the shut‑off valves are located.  Make sure you include shutting off these valves under the relevant warden’s duties.]
[bookmark: _Toc241404101][bookmark: _Toc241404155][bookmark: _Toc241664800]Fire engineering or performance-based solutions
[Include details of any fire engineering or performance-based solutions applicable to the premises that may affect the Fire Evacuation Plan.]
[bookmark: _Toc241404103][bookmark: _Toc241404157][bookmark: _Toc241664801]Lifts and elevators
[Include details of any lifts or elevators installed in the building(s). Include information on non-use during evacuations and how lifts or elevators will be locked out. They may be connected to the alarm detection system and automatically ground, or a responsible person or warden may need to use a key to lock them out. Also include this information in the relevant warden’s duties].
[bookmark: _Toc241404105][bookmark: _Toc241404159][bookmark: _Toc241664802]Occupants
Maximum occupancy
[Describe the maximum number of people the building is capable of accommodating at any one time.  This information should be available in the building's occupancy report.]
The type of occupants 
[Include for example, commercial tenants, accommodation tenants, patrons, shoppers, staff.]
For accommodation premises
[Include the maximum number of staff and guest occupants the premises can accommodate.  Include details about whether staff are onsite 24 hours a day, 7 days a week or only during certain hours, and what steps occupants need to take during hours when no staff members are onsite.  For example, evacuating to the designated emergency assembly area, calling Triple Zero (000), and contacting the manager.]
Occupants with evacuation impairments 
[Identify any occupants who may have temporary or permanent impairments that could affect their ability to evacuate.  Include details of the arrangements in place to support their safe evacuation during an emergency.  Put in place generic arrangements for any occupants who may present with evacuation impairments at any time in the future.]
Future occupants requiring evacuation assistance 
[Include arrangements to support the safe evacuation of any occupants who may require assistance in the future due to temporary or permanent mobility, sensory, cognitive or other impairments.  This could include future workers, visitors, clients or patrons.  These arrangements should be flexible and capable of being implemented as needs arise.]
· Occupants with evacuation
[bookmark: _Toc239687356][bookmark: _Toc241091825][bookmark: _Toc241664803]Installed fire safety and warning systems
[In the sections below, provide information about fire detection and suppression systems installed within the building.  Include details of their purpose, location and method of operation.  For example, fire alarm systems, smoke and heat detectors, sprinkler systems, hose reels, hydrants and portable fire extinguishers.]
[bookmark: _Toc241664804]Installed fire safety features
[In this section, describe the fire detection and fire protection systems installed within the building.  Include details about automatic smoke and heat detection systems, occupant warning systems, and automatic sprinkler systems connected to a fire alarm monitoring service or TFS.  Describe how these systems operate, including any automatic activation features and any manual means of initiating an alarm or emergency response. 
The following are included as examples.  Add or delete bullet points as required.] 
Fire Detection Control and Indicating Equipment (FDCIE) – previously known as the Fire Indicator Panel (FIP)
[Identify their location and how they can be accessed by building occupants, wardens and emergency services personnel.]
Manual call points or break glass alarms 
[Describe their purpose and operation.]
Automatic sprinkler system coverage
[Specify whether it provides coverage throughout the entire building or only within designated areas and identify any areas that are not sprinkler-protected.]
Automatic fire brigade response
[Describe the type of system installed, including if it automatically notifies the fire brigade upon activation.   if it is connected to the fire brigade, describe the circumstances that will result in an automatic brigade response, for example, ‘TFS will automatically respond when the building fire alarm activates, the sprinkler system operates or  a manual call point is activated.

Fire brigade notification if the fire alarm system is not connected to an automatic response
[Describe the procedure for contacting Triple Zero (000), including who is responsible for making the call, for example, the Chief Warden or the most senior staff member on duty]
Domestic smoke alarm system
[Describe the type of system installed, including whether alarms are battery‑operated, hardwired or interconnected, and explain how the system alerts occupants to the presence of smoke and the need to evacuate.]
Other occupant warning and alert systems
[Describe any other systems used to alert occupants to an emergency, for example, strobe lights, public address systems, air horns, sirens, vibrating alert devices, visual warning systems.]
[bookmark: _Toc241664805]Emergency Warning System and Emergency Warning and Intercommunication System 
Emergency Warning System to alert and evacuate occupants 
[Describe the warning tone used within your premises, for example, a ‘whoop‑whoop’ or ‘beep‑beep’ tone.  State the actions occupants need to take when the warning device activates.]
Emergency Warning and Intercommunication System to allow wardens to communicate emergency information and receive instructions during an evacuation 
[Describe your system, which may operate automatically or be manually controlled to manage an evacuation, and will likely include warden intercommunication points which enable communication between wardens and the control panel.  Explain which sound is the alert tone, and which sound is the evacuate tone.]
No Emergency Warning System or Emergency Warning and Intercommunication System 
[Describe how occupants are warned of a fire or smoke emergency, for example, by sirens, sounders, whistles, public address systems, air horns, or other warning devices, and what actions occupants need to take when these devices activate.]
[bookmark: _Toc241404110][bookmark: _Toc241404164][bookmark: _Toc241404111][bookmark: _Toc241404165][bookmark: _Toc241664806]Firefighting equipment
Firefighting equipment installed 
[Provide details such as:
the location of any fire hose reels
the type and location of fire extinguishers, and fire blankets for cooking/kitchen areas.
Consider including sufficient detail to assist occupants, ECO members, and emergency responders in locating and using this equipment during an emergency.]
[bookmark: _Toc241404113][bookmark: _Toc241404167][bookmark: _Toc239687357][bookmark: _Toc241091826][bookmark: _Toc241664807]Management of emergencies
[In the sections below, provide information about the Emergency Planning Committee (EPC) and ECO structure, roles, and responsibilities.  The structure, roles, and responsibilities must be appropriate to the premises.  An EPC may oversee multiple buildings within an organisation or be established specifically for a single building.] 
[bookmark: _Toc241664808]The Emergency Planning Committee (EPC) and its functions
[Use or adapt the following text.]
The EPC is responsible for:
developing emergency procedures
ensuring that resources are provided to enable the development and implementation of the Fire Evacuation Plan – resources include time, finance, equipment and personnel
identifying duties and responsibilities of Emergency Control Organisation (ECO) positions
appointing and training ECO members and replacing ECO members when a position becomes vacant 
nominating a validity period for the Fire Evacuation Plan and evacuation diagrams – the validity period should not exceed 5 years
ensuring skills retention activities are conducted and documented  
ensuring that an up-to-date register of ECO members is maintained
ensuring occupants are adequately aware of the Fire Evacuation Plan for the site
coordinating and overseeing the preparation and maintenance actions specified in the Fire Evacuation Plan
establishing strategies to ensure all occupants (including visitors) are made aware of the Fire Evacuation Plan
conducting exercises and debriefings
reviewing the plan to ensure it remains practical and current.
[bookmark: _Toc241404116][bookmark: _Toc241404170][bookmark: _Toc241664809]Membership of the EPC
[Describe the composition of the EPC. Include the positions of members, together with a summary of their roles and responsibilities in relation to emergency planning and preparedness.]

[bookmark: _Toc241664810]The ECO (Wardens as a collective)
[Use or adapt the following text.]
The ECO is responsible for implementing the procedures specified in this Fire Evacuation Plan. In doing so, ECO will prioritise the protection of life safety over all other objectives. 
The current ECO members are as specified below.
[bookmark: _Toc241404119][bookmark: _Toc241404173][bookmark: _Toc241664811]ECO roles and responsibilities
[Describe the main roles or functions of the ECO members.  This may be different to the roles they are to perform during a non-fire emergency.
Depending on the size and complexity of your premises, not all the roles referred to below may be needed.  Alternatively, there may be a need for additional roles, for example, a Communications Officer or First Aid Officer.  We suggest that roles are allocated to positions to allow for continuity during absences.]
Chief Warden
[Adapt the text below.  Choose the option (Area or Floor) most appropriate to your premises; this depends on whether your premises is divided into areas or floors – delete any references to the option not applicable]
The Chief Warden is responsible for:
ascertaining the nature of the emergency and determining the appropriate actions
ensuring emergency services are notified 
ensuring Area or Floor Wardens are aware of the situation
initiating and overseeing the emergency response procedures
advising emergency services upon their arrival at the site
maintaining a log of events 
participating in training and exercises as required by the EPC.
Deputy Chief Warden
[Adapt the text below.]
The Deputy Chief Warden is responsible for:
assuming the responsibilities normally carried out by the Chief Warden if the Chief Warden is unavailable 
assisting the Chief Warden as required 
participating in training and exercises as required by the EPC.
Area or Floor Warden 
[Adapt the text below.  Choose the option (Area or Floor) most appropriate to your premises; this depends on whether your premises is divided into areas or floors – delete any references to the option not applicable]
The Area or Floor Warden is responsible for:
implementing fire evacuation procedures for their Area or Floor as instructed by the Chief Warden
directing Wardens within their area to check for any abnormal situation 
reporting to the Chief Warden on the current situation and completion of tasks 
commencing an evacuation if the circumstances in their area warrant this
communicating with the Chief Warden and acting on their instructions
co-opting persons as required to assist a warden during an emergency  
confirming warden activities have been completed and reported to the Chief Warden.
participating in training and exercises as required by the EPC.
Warden
[Adapt the text below. Choose the option (Area or Floor) most appropriate to your premises; this depends on whether your premises is divided into areas or floors – delete any references to the option not applicable]
Wardens are responsible for:
assuming the responsibilities normally carried out by the Area or Floor Warden if they are not available 
implementing fire evacuation procedures for their area or floor as instructed by the relevant Area or Floor Warden
closing all doors and windows (if safe to do so)
checking that fire and/or smoke doors in their area or floor are closed
searching the area or floor of responsibility to ensure that everyone has evacuated
ensuring an orderly flow of people out of the building
assisting occupants with disabilities if required
reporting the status of the evacuation to the Area or Floor Warden
reporting to the relevant Area or Floor Warden on the current situation and completion of tasks 
participating in training and exercises as required by the EPC.
[bookmark: _Toc241404121][bookmark: _Toc241404175][bookmark: _Toc241664812]ECO member identification.
[The preferred way to illustrate the structure of the ECO is a flowchart or table that includes personnel position and required identification.  See below for examples of both formats.  Only include the warden identification used at the premises and change to black text and remove any options that are not applicable.  To ensure consistency and easy identification during an emergency, make sure all ECO members use the same type of warden identification.
You can use the following information as a guide for the content in this section.]
	Role
	Identification
	Position held by

	Chief Warden
	White vest / tabard / helmet / cap 
	[for example, the principal, senior staff member on duty, senior reception staff]

	Deputy Chief Warden 
	White vest / tabard / helmet / cap
	

	Area Warden 1 [or, named for the specific area, for example, Area Warden basement, or Area Warden café]
Floor Warden 1
	Yellow vest / tabard / helmet / cap
	[for example, the senior staff member on duty at the café, (name of) tenancy, (name of) department]

	Area Warden 2
Floor Warden 2
	Yellow vest / tabard / helmet / cap
	[for example, the senior staff member on duty at the café, (name of) tenancy, (name of) department]

	Warden
	Red vest / tabard / helmet / cap
	



[Modify the above chart to accurately reflect the ECO structure in place at your premises.
Delete ‘Area’ or ‘Floor’ in line with the warden description relevant to your premises.] 
[bookmark: _Toc241404123][bookmark: _Toc241404177][bookmark: _Toc241076608][bookmark: _Toc241076706][bookmark: _Toc241076609][bookmark: _Toc241076707][bookmark: _Toc241076610][bookmark: _Toc241076708][bookmark: _Toc239687358][bookmark: _Toc241091827][bookmark: _Toc241664813]Raising the alarm in the event of a fire emergency
[Provide information on how the alarm can be raised for the building.  Use or adapt the following text.]
If a building occupant smells smoke or discovers fire, they must raise the alarm by calling Triple Zero (000), activating a manual call point or alerting the Chief Warden and alerting others.
[bookmark: _Toc241404125][bookmark: _Toc241404179][bookmark: _Toc241076612][bookmark: _Toc241076710][bookmark: _Toc241076613][bookmark: _Toc241076711][bookmark: _Toc241076614][bookmark: _Toc241076712][bookmark: _Toc239687359][bookmark: _Toc241091828][bookmark: _Toc241664814]Evacuation options
[Provide information about the required response to fire alarm activation.  This is usually a total evacuation.  However, some premises may require alternative evacuation arrangements due to the nature of the building, its occupants, or the services provided.]
Total evacuation 
[Provide a brief statement confirming this is what will take place].
Alternative evacuation 
[Consider the following evacuation strategies where appropriate:
Staged evacuation – fire compartments must be clearly identified on the evacuation diagrams included with this Fire Evacuation Plan. Compartments must display the lowest relevant fire-resistance rating, for example, 120/120/120. 
lateral or horizontal evacuation – this would usually apply to aged care facilities, hospitals and multi-storey buildings, where the building is fitted with fire rated compartments.
Where an evacuation strategy other than a total evacuation is adopted, provide details of the arrangements and procedures that apply.  An appropriate communication system must be available to support the implementation of that strategy.  This is typically achieved through an Emergency Warning and Intercommunication System or a PA system, which enables clear communication and direction to occupants during an emergency.]
[bookmark: _Toc241404127][bookmark: _Toc241404181][bookmark: _Toc239687360][bookmark: _Toc241091829][bookmark: _Toc241664815]Evacuation procedure
[Provide information about how the building will be evacuated. Consider the size and complexity of your premises when determining the structure and membership of the ECO and the roles to be performed by ECO members during an emergency.
[Provide information about what will happen in the event of a fire emergency. You can use the following information as a guide for the content in this section.]
Non‑warden occupants should, on activation of an alarm:
remain calm
cease activities
check their immediate area for signs of smoke/fire
evacuate via the safest exit path, informing visitors/clients to do the same
assist mobility/sensory impaired people if required
evacuate the building and proceed to the designated emergency assembly area 
follow the directions from wardens
not re-enter the premises until advised by the Chief Warden or the fire brigade.

Document the specific emergency and evacuation responsibilities of each ECO member.  Duties should include provisions for assisting occupants who require evacuation assistance, with these responsibilities typically assigned to Floor or Area Wardens rather than the Chief Warden or Deputy Chief Warden.
Examples of ECO roles and responsibilities are provided below.  You can adapt these examples as necessary to suit the needs of your premises.] 
	ECO role
	Upon activation of the fire alarm, carry out the following tasks

	Chief Warden
	Proceed to the control point at the Fire Detection Control and Indicating Equipment (FDCIE) located (insert location) or outside the main entrance if FDCIE is not installed.
Put on white Chief Warden identification (insert what is actually to be worn) and obtain the Chief Warden Checklist.
Identify the location of the alarm activation from the FDCIE, record the information on the Chief Warden Checklist (or take a picture of the FDCIE display). Remain at the control point if safe to do so. If the area is unsafe, relocate to the designated alternative control point, such as outside the main entrance.
Contact the fire brigade on Triple Zero (000) and confirm that the fire brigade is enroute (this task may be delegated).
Wait at the control point for communications from Area or Floor (delete option not applicable) Wardens. 
When Area or Floor (delete option not applicable) Wardens report, ask the following questions and record the responses on the Chief Warden Checklist.
Which area, floor, (or tenancy for multi‑tenanted building) (delete those not applicable) are you responsible for?
Is your area or floor or tenancy (delete those not applicable) fully evacuated or does anyone need assistance to evacuate?
Are there any signs of smoke, fire or other conditions that may affect the safety of occupants or responding emergency service workers? If yes, provide details and location.
If smoke, fire or other evidence of an emergency is reported, ensure the fire brigade has been notified on Triple Zero (000).
Once wardens have cleared their area or floor or tenancy (delete those not applicable), utilise them to relocate evacuated persons away from the building to the emergency assembly area, and to prevent persons from re‑entering the building.
Ensure that no one re-enters the building until the all‑clear is given by the TFS Officer‑in‑Charge. 
On the arrival of the fire brigade, notify the Officer‑in‑Charge of the area of alarm activation and reason for activation if known.
Assist the Officer‑in‑Charge as required.
Once the all‑clear is given by the Officer‑in‑Charge, allow all persons to re-enter the premises if safe to do so.

	Deputy Chief Warden
	Put on white Deputy Chief Warden identification (insert what is actually to be worn). 
Assume the responsibilities of the Chief Warden if the Chief Warden is unavailable, or unable to perform their duties.  
When the Chief Warden is present, assist with the evacuation and act as directed by the Chief Warden. 
Provide support in coordinating the emergency response, monitoring evacuation progress, communicating with wardens, and carrying out tasks as directed.

	Area or Floor Warden (delete option not applicable)
	Put on yellow Area or Floor (delete option not applicable) Warden identification (insert what is actually to be worn) and gather Area or Floor (delete option not applicable) Warden Checklist.
Report to your designated area or floor (delete option not applicable), checking the building(s) and surrounding areas for signs of fire/smoke on the way.
Follow the directions of the Chief Warden and implement the fire evacuation procedure for your designated area or floor (delete option not applicable).
Assign Wardens to check all rooms and amenities in your designated area or floor (delete option not applicable), including toilets and storerooms. This function is of greater importance than a later physical count of those evacuated.
Ensure everyone evacuates in an orderly flow to the emergency assembly area located (insert location of emergency assembly area).
Assist or co-opt others to assist occupants requiring assistance to evacuate.
Close, but do not lock, doors and windows as you clear the affected area or floor (delete option not applicable) or building (if safe to do so).
If safe to do so, shut off the gas valve in your area or floor (delete option not applicable) or the building (add location of internal and external gas valves).
When the affected area/building is cleared, or if you are unable to safely stay, report the status of the emergency, including any missing persons, to the Chief Warden. 
If anyone is missing or cannot be coaxed out of the premises, DO NOT re-enter the building – notify the Chief Warden.
Be prepared to assist further if necessary.

	Warden
	Put on red Warden identification (insert what is actually to be worn) and gather Warden Checklist.
Report to your Area or Floor (delete option not applicable) Warden, checking the building(s) and surrounding areas for signs of fire/smoke on the way.
Follow directions of the Area or Floor (delete option not applicable) Warden and implement the Fire Evacuation Procedure for your designated area.
You may need to act as the Area or Floor (delete option not applicable) Warden if they are not available.
Check all rooms and amenities in your designated area or floor (delete option not applicable), including toilets and storerooms. This function is of greater importance than a later physical count of those evacuated.
Ensure everyone evacuates in an orderly flow to the emergency assembly area located (insert location of emergency assembly area).
Assist or co-opt others to assist occupants requiring assistance to evacuate.
Close, but do not lock doors and windows as you clear the affected area/building (if safe to do so).
If safe to do so, shut off the gas valve in your area or floor (delete option not applicable) or the building (insert location of internal and external gas valves).
When the affected area/building is cleared, or if you are unable to safely stay, report the status of the emergency, including any missing persons, to the Area or Floor (delete option not applicable) Warden.
If anyone is missing or cannot be coaxed out of the premises, DO NOT re-enter the building – notify the Area or Floor (delete option not applicable) Warden.
Be prepared to assist further if necessary.


[bookmark: _Toc241404129][bookmark: _Toc241404183][bookmark: _Toc241664816]Control point
[Identify a control point for the Chief Warden. 
The control point is the designated location where the Chief Warden or Deputy Chief Warden gathers information about the emergency, assesses the situation, and determines the appropriate response.
Where Fire Detection Control and Indicating Equipment (FDCIE) is installed, the Chief Warden will normally go there to coordinate the evacuation. If there is no FDCIE, the control point may be located directly outside the premises’ main entrance.]

[bookmark: _Toc241664817]ECO marshalling point
[Provide details about the marshalling point if used.  There is no requirement to have marshalling points; however, in large buildings this can be very useful.  A marshalling point is a predetermined location for the nominated wardens to gather on hearing the fire alarm sound or on being informed of an emergency within the building.  Once marshalled, wardens then conduct a thorough search of their area, floor or tenancy to ensure that all persons have evacuated and to see if any signs of fire can be found.  All nominated wardens (unless a predetermined role is designated) on hearing the alarm system activate would report to the marshalling point.  For buildings with Warden Intercom Point (WIP) phones, the WIP phone location would be the marshalling point.  The marshalling point can be the location where warden apparel, radios and checklists are located for easy access.  If marshalling points are not used, simply state this under the heading ]
You can use the following information as a guide for the content in this section].
The marshalling point is the designated location where wardens assemble when a fire alarm sounds or when they are notified of an emergency.
Once assembled, wardens must carry out a thorough search of their assigned area or floor to ensure all occupants have evacuated and to check for any signs of fire.
Unless otherwise assigned a specific role, all wardens must report to the marshalling point immediately upon hearing the alarm. 
The marshalling point is not the starting point for an evacuation.
When the fire alarm sounds, wardens should immediately direct all occupants to evacuate the building while the wardens are making their way to the marshalling point.
Once at the marshalling point, wardens must conduct a thorough sweep of their assigned area or floor to confirm that all occupants have evacuated and to check for any signs of fire or smoke.
[bookmark: _Toc241404132][bookmark: _Toc241404186][bookmark: _Toc241664818]ECO communication
[Provide details about how ECO members will communicate during an evacuation or emergency.  You can use the following information as a guide for the content in this section.]
[Communication methods may include the Emergency Warning and Intercommunication System, 2-way radios, verbal communication, runners, mobile phones, apps, or any other reliable method that enables effective communication between ECO members.  Only list the  communication methods that are used.]
All ECO members should be familiar with the nominated communication methods and their responsibilities during an emergency.
[bookmark: _Toc241505166][bookmark: _Toc241664819]After hours
[Provide procedures for evacuations that occur outside normal operating hours when an ECO structure is not in place. 
If the building is staffed 24 hours a day, 7 days a week, a separate after-hours evacuation procedure is generally not required.  However, after-hours arrangements should still be addressed in Section 1.1 of this plan.
In most cases, during an after-hours emergency, all occupants should immediately evacuate the building upon hearing the alarm signal and proceed to the designated emergency assembly area.
You can use the following information as a guide for the content in this section.]
Follow the emergency action guide for the premises.
Phone Triple Zero (000)
Contact the manager or designated contact person for the premises.
Activate a Manual Call Point or Break Glass Alarm [Remove if not installed]
[bookmark: _Toc241505168][bookmark: _Toc239687361][bookmark: _Toc241091830][bookmark: _Toc241664820]Persons requiring assistance
[Provide information about the strategies that are in place to assist people with disability or those requiring assistance during an evacuation. 
These strategies must be referred to as a Personal Emergency Evacuation Plan (PEEP). 
Make sure that warden roles specify strategies for people requiring assistance.  You may consider developing a generic PEEP for visitors to the premises.  This will give wardens a plan to follow if someone presents with evacuation impairments during an evacuation event.]

[bookmark: _Toc239687362][bookmark: _Toc241091831][bookmark: _Toc241664821]Evacuation routes, exits and emergency assembly points
[In the sections below, provide information about the evacuation routes, exits and emergency assembly points to be used during an evacuation of your premises]. 
[bookmark: _Toc241664822]Evacuation diagrams and emergency action guides
Evacuation diagrams within your premises 
[Include their location.  Accommodation buildings must have evacuation diagrams on the back of accommodation rooms and in communal areas.  This is required under AS 3745-2010 Planning for emergencies in facilities.]
Emergency action guide information 
[You can put emergency action guide information alongside the evacuation diagram. An example of an emergency action guide is available on the TFS website. Emergency action guides are used as a prompt for occupants who have been asked to evacuate or are confronted with fire or smoke in a premises.  They are particularly useful in providing advice to visitors or others who may be unfamiliar with the premises and its surroundings.] 
[bookmark: _Toc241404138][bookmark: _Toc241404192][bookmark: _Toc241664823]Emergency assembly area and secondary emergency assembly area
Emergency assembly area 
[Identify its location. It should be sufficiently distant from the emergency for the protection of evacuees. Where possible, choose a location that does not require the crossing of a road and is large enough to safely hold the maximum number of people you may need to evacuate.]
Secondary emergency assembly area 
[Identify a secondary location to be used if the primary assembly area is unsafe due to the incident or for other reasons]
[bookmark: _Toc241404140][bookmark: _Toc241404194][bookmark: _Toc241076619][bookmark: _Toc241076717][bookmark: _Toc241076626][bookmark: _Toc241076724][bookmark: _Toc239687364][bookmark: _Toc241091832][bookmark: _Toc241664824]Training and evacuation exercises
[Provide information about training and emergency exercises that will be undertaken by ECO members and by occupants of your premises.
Regular training and practice exercises help ensure that everyone understands their roles and responsibilities and knows how to respond effectively in the event of an emergency or evacuation.
This section should include the following elements.
How the ECO members will be trained. Refer to AS 3745-2010 Planning for emergencies in facilities for guidance.
The timing of practice evacuation exercises. Refer to AS 3745-2010 Planning for emergencies in facilities for guidance
How you will review the training and practice evacuations to ensure they are current and relevant to both ECO members and occupants of your premises.
Training requirements should be tailored to the roles and responsibilities of each group to ensure everyone is prepared to respond appropriately during an emergency.
You can use the text and table below as a guide for documenting the training and emergency exercise requirements for people in your premises.]
The EPC is responsible for ensuring that all ECO members are trained and competent to perform their duties under this plan.
The EPC must also ensure that all other staff are aware of emergency procedures and understand the actions required of them during an emergency.
	Staff/role
	Initial training
	Skills maintenance 

	All staff
	Staff induction will include an overview of the fire evacuation procedures.
Staff induction will also include basic familiarisation with the premises, including emergency exits, evacuation routes and emergency assembly areas.
	Staff will receive an annual reminder of the premises’ fire evacuation procedures and will be provided with the opportunity to seek clarification from the Chief Warden if required.  

	Chief Warden, Deputy Chief Warden
	Personnel appointed to these roles must successfully complete training in accordance with AS 3745‑2010 Planning for emergencies in facilities, before undertaking their responsibilities.
	Chief Warden and Deputy Chief Warden must successfully complete initial training and undertake refresher training at least every 2 years.
Chief Warden and Deputy Chief Warden must also participate in emergency exercises, testing activities, or skills retention exercises at least every 6 months to maintain their knowledge and competence.

	Wardens
	Personnel appointed to these roles must successfully complete training in accordance with AS 3745‑2010 Planning for emergencies in facilities, before undertaking their responsibilities.
	Wardens must successfully complete initial training and undertake refresher training at least every 2 years.  Wardens must also participate in emergency exercises, testing activities, or skills retention exercises at least every 6 months to maintain their knowledge and competence.


[bookmark: _Toc241076628][bookmark: _Toc241076726][bookmark: _Toc241076629][bookmark: _Toc241076727][bookmark: _Toc241076630][bookmark: _Toc241076728][bookmark: _Toc241076631][bookmark: _Toc241076729][bookmark: _Toc239687365][bookmark: _Toc241091833][bookmark: _Toc241664825]Plan review and maintenance
[Provide information about arrangements for monitoring, reviewing, updating and maintaining the effectiveness of this plan and associated emergency procedures.
You should also describe how you will review your plan and identify required updates in consultation with the ECO.
You can use the following information as a guide for the content in this section.]
We will review and update this plan where necessary: 
at least every 12 months from the date of final approval by TFS 
following any fire or emergency event that requires activation of the evacuation procedure outlined in Section 6 
where deficiencies or opportunities for improvement are identified through training, emergency exercises, audits, or incident investigations
following any significant changes to the building, its use, occupancy or layout that may affect emergency management procedures.
When updates to this plan are required, we will do these things.
1. Consult with staff and other occupants who may be affected by the proposed changes
2. Finalise the required amendments to the plan and update the document control records
3. Obtain approval of the revised plan from the EPC
4. Obtain approval of the revised plan from TFS
5. When TFS approval has been issued, distribute the updated plan to all relevant ECO members and other affected personnel.
In the event an emergency occurs, the EPC will undertake an additional review. 
[bookmark: _Toc241404143][bookmark: _Toc241404197][bookmark: _Toc239687366][bookmark: _Toc241091834][bookmark: _Toc241664826][bookmark: _Toc239687367]Practice evacuations
[bookmark: _Toc239687470][Provide information about practice evacuations.  You can use the statement below to state your intentions.]
[bookmark: _Toc239687368]A full evacuation exercise will be carried out at least once every 12 months. 

Chief Warden  White helmet


Communications Officer 
White helmet


Warden
Red helmet


Area or Floor Warden 
Yellow helmet


Area or Floor Warden
Yellow helmet


First Aid Officer
Green helmet with a white cross


Deputy Chief Warden  
White helmet


Warden 
Red helmet
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