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1. Introduction 

The Women’s College has a commitment to ensuring the safety of our staff, occupants, visitors and 
contractors. The facilities emergency policy is in place as part of this commitment, to ensure that all 
staff are aware of the processes to be undertaken in the event of an emergency. 
 
This document has been developed with the objective to familiarise all occupants of the building 
with the emergency procedures in place to facilitate safe, orderly and timely evacuation of the 
premises when necessary. 
 
Whilst fire is the principle reason for implementation of an evacuation plan, other instances 
including bomb threats, hazardous chemical spills and external threats etc may well necessitate 
evacuation of the premises. 
 
Another essential component of emergency planning is the training of staff. Providing instructions 
and training of staff will help ensure the effective implementation of the Emergency Evacuation Plan 
and ensure the requirements of AS 3745 – 2010: Planning for emergencies in facilities are met. 
 
These procedures have been formulated to meet the requirements of: 
 

• AS 3745-2010: Planning for emergencies in facilities (amended 2014) 
• Fire & Emergency Services Act 1990 
• Building Fire Safety Regulations 2008 
• Workplace Health and Safety Act 2011 
• Workplace Health and Safety Regulations 2011 
 

Consideration is also made to the following: 
 

• AS 1851.2012: Routine Services of Fire Protection Systems and Equipment 
• AS 2444-2001: Portable Fire Extinguishers and Fire Blankets 
• MP 6.1 – Maintenance of Fire Safety Installations 
 

The duty of care required under statute and common law needs to be well understood by 
management and staff so that all reasonable effort is made (through a systematic planning process) 
to secure and promote the health, safety and welfare of people at work. 
 
 
 
 
 
 
 
 
 
 
 



 
The Women’s College, Fire and Emergency Evacuation Plan 

Date issued: May 2019 Expiry date: May 2024 Version: 1.5 
 

   

  Page 5 of 64 

 

1.1 Background 

 
The primary purpose of this Emergency Evacuation Plan is to facilitate the safe, orderly and timely 
evacuation of people from The Women’s College in the event of a fire, hazardous materials or other 
emergency. The plan documents the operational management processes for health and safety of all 
persons in the workplace including planning for emergencies. It is clear that persons who own a 
building or manage a building may be liable if they fail to institute adequate health and safety 
measures for the people who occupy the building as well as those visiting the building. 
 
The plan identifies the operational processes, which provide, as far as practicable, a safe and healthy 
workplace during an emergency for all Women’s College residents, staff and visitors and 
responsibilities which enables this plan to be successfully implemented. 
 

1.2 General Disclaimer 

 
The procedures contained in this plan are meant to provide a basis for handling various types of 
building emergencies. They should not be regarded as rigid, but rather as flexible guidelines to be 
adapted to cope with any situation. 
 
This document will remain valid for 5 years unless otherwise stated by the EPC; Women’s College 
will progressively update this document in line with any changes within the building as they may 
occur. 
 
Care has been taken to ensure the information in this document is suitable for the site specified and 
accurate at the time of printing. 
 

1.3 Access, Distribution and Control 

 
A written hard copy of the Emergency Plan will be kept in the Fire Indicator Panel, and Admin Desk, 
Staff Room.  This copy of the Plan will be available for inspection during normal business hours. 

A second copy of the plan will be kept in a way that prevents it from being damaged in the event of a 
fire or hazardous materials emergency: for example, electronically in a secure file. 

Further distribution of the Plan will be decided by the Emergency Planning Committee (EPC) and 
designed to meet the needs of the facility.  For example, the Plan, or sections of the Plan, may be 
distributed to: 

 Staff & Members of the EPC 

 Emergency Officers to assist them in understanding and performing their duties 

 Facility occupants to ensure they understand the actions to take in the event of an 
emergency 

 
Where a new version of the Emergency Plan is developed and approved, all copies of the previous 
version will be collected and disposed of - an electronic copy will be archived. 
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As required by Australian Standard 3745-2010 Planning for emergencies in facilities, the validity 
period for this Emergency Plan is not to exceed 5 years. During this period, this Emergency Plan will 
remain valid while the following conditions are met: 

1. The Plan is reviewed annually 
2. Where a change in circumstances occurs, the Plan is reviewed and updated as soon as 

practicable but no later than one month after the change.  Examples of a change in 
circumstances include: 

 Changing the person assigned the role of Chief Warden 

 Refurbishing the building 

 Changing the layout of the building 

 Changing the use of the building 

The Emergency Plan will be denoted by a version number - The version number will be listed in the 
Plan’s header. The original version will be labelled V1.0.  Minor amendments will be indicated using 
the following format: V1.1, V1.2 etc.  A new version number will be issued when significant changes 
are made to the Plan. 
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2.0 Building Information 

 

 2.1 Building Location 
 Building Name The Women’s College 

 Address College Road, St Lucia QLD 4065 

 Phone Number 3377 4500 

 Email manager@womens.uq.edu.au 

 

 2.2 Building Details 
 Number of Floors Main Building - 3 

 Hours of Normal Occupancy 24hrs 

 Nature of Occupants Student Accommodation 

 Nature of Visitors General Public, Contractors, Couriers, Agents, Government 

 

 2.3 Building Owner 
 Name The Women’s College 

 Address College Road, St Lucia QLD 4065 

 Phone Number 3377 4500 

 Email manager@womens.uq.edu.au 

 

 2.4 Building Occupier 
 Name The Women’s College 

 Address College Road, St Lucia QLD 4065 

 Phone Number 3377 4500 

 Email manager@womens.uq.edu.au 
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3. Nominated Fire Safety Advisor 

 

 Name Brad Calabrese                                                     

 Phone Number 0452 556 776                                                       

 Email brad@fireskills.com.au                                      

 Qualification Fire Safety Advisor                                              

 Issuing RTO Chubb                                                                    

 Date Qualification Issued May 24th, 2018                                                     
 

 

4. Chief Emergency Warden/Emergency Coordinator 

 

Name Mrs Flo Kearney 

Phone Number 0423 476 394 

Email f.kearney@womens.uq.edu.au 

 

5. Deputy Chief Emergency Warden/Emergency Coordinator 

 

 

Name Ms Sally Northcroft 

Phone Number 0423 476 397 

Email s.northcroft@womens.uq.edu.au 

 

6. Emergency Contacts 

Fire/Ambulance/Police: 000 

Fire Maintenance 
Provider 

Diligent Fire: (07) 3137 1777 

Electricity    Energex: 13 19 62 

Gas Origin: 13 24 61 

Water    Urban Utilities: 132 657 

Council BCC: 133 263 

Nearest Medical Centre    UQ Health Care, St Lucia: 3365 6210 

UQ Security    3365 3333  

 
 
 
 

mailto:brad@fireskills.com.au
mailto:f.kearney@womens.uq.edu.au
mailto:s.northcroft@womens.uq.edu.au
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7. Emergency Planning Organisation Structure 

 
At Women’s College the emergency management is overseen by the Emergency Planning Committee 
(EPC). The Emergency Planning Committee is responsible for the oversight of the Emergency Control 
Organisation (ECO). 

 

It should be clearly understood that the primary duty of the ECO team is to ensure as far as 
practicable, the safety and orderly evacuation of staff and students and NOT to combat 

emergencies. In all instances your own safety is paramount --- DO NOT PLACE YOURSELF AT 
RISK! 
 
 

7.1 Emergency Planning Committee  

The Emergency Planning Committee (EPC) is responsible for the emergency evacuation plan. 

This includes responsibility for the following: 

 Identifying risks that could result in an emergency 

 Developing the emergency evacuation plan and ensuring it is reviewed annually 

 Ensuring evacuation diagrams are up to date 

 Establishing an ECO 

 Ensuring there is awareness of the Emergency Evacuation Plan and that it is updated 

 Establishing a framework to ensure that the ECO structure continues throughout 
operational changes 

 Establish strategies to ensure visitors are made aware of all matters relating to 
Emergency Evacuation of the building 

 Ensure that a permanent record of events is compiled and retained 

 Identifying and rectifying deficiencies and opportunities for improvements in the 
Emergency Evacuation Plan 

 For Additional EPC roles and responsibilities see Appendix (2) 
 

  Name:  Mrs Flo Kearney Appointment date: 1.4.2019  

  Email: f.kearney@womens.uq.edu.au Phone: 0423 476 394  

  Name: Ms Sally Northcroft Appointment date: 1.4.2019  

  Email: s.northcroft@womens.uq.edu.au Phone: 0423 476 397  

  Name: 

  Email: 

Mr Jeff Sipek 

manager@womens.uq.edu.au 

Appointment date: 1.4.2019 

Phone: 0402 796 427 

 

 

 

 

 

mailto:f.kearney@womens.uq.edu.au
mailto:s.northcroft@womens.uq.edu.au
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7.2 Emergency Coordination Organisation 

The Emergency Control Organisation (ECO) is the group of people responsible for implementing the 
actions in the emergency evacuation plan. During emergencies, instructions given by the ECO 
personnel shall take precedent over the normal management structure. Once the emergency 
response authorities have arrived, the responsibility for the emergency event is passed through to 
that authority. 

The ECO team may consist of the following: 

 Chief Warden  

 Deputy Chief Warden 

 Resident Leaders 

 Fire Safety Advisor 

 Wardens 

 Operations Manager 

Other persons to be considered for the ECO may include the: 

 First Aid Officers 

 Special interests such as WH&S, HR Manager   

 Security 

 Fire/Emergency Management Consultant 

For Additional ECO roles and responsibilities and College Student Warden 
Listing, see Appendix (2) 

 

8. Evacuation Diagrams 

 
Evacuation diagrams shall be displayed at the fire emergency exit doors for each floor.  
 
Evacuation diagrams are to provide emergency and evacuation information for each floor.  They 
identify fire-fighting equipment, emergency exits, communications equipment and assembly areas.  
 
Individual evacuation diagrams must have the correct orientation with regard to the direction of 
egress and its location to the ‘YOU ARE HERE’ point, the same applies to the assembly area diagram. 
The evacuation diagram must state the title ‘EVACUATION DIAGRAM’ and display a validity date. 
 
Floor plans must be current for – 5 years. 
 
Refer to Appendix (7) for the individual evacuation floor plans for the buildings of Women’s College, 
College Road, St Lucia, QLD 4067. 
 
 
 
 
 



 
The Women’s College, Fire and Emergency Evacuation Plan 

Date issued: May 2019 Expiry date: May 2024 Version: 1.5 
 

   

  Page 11 of 64 

 

9. Fire Alarm Activation Procedures 

 

9.1 – Alarm Activated 
 Chief Warden/Staff Member/Night Porter/Security responds to Fire Panel in main foyer.  

 Fire System is addressable, so location of Alarm will be displayed on panel screen. 

 Investigate Area in Alarm 
 

9.2 – Investigation of Area in Alarm 
If False Alarm 

 Return to Main Fire Panel to update False Alarm 

 Update UQ Security of False Alarm 

 Send runner to confirm evacuation of occupants in progress 

 QFES arrive – update them on False Alarm 

 QFES will investigate alarm location and re-set panel 

 If unable to re-set the panel, will isolate affected area and instruct College to call Fire Service 
contractor to replace detector 

 QFES will advise Chief Warden to allow occupants to return to rooms/college 

 Advise Fire Wardens to allow occupants back into college/rooms 

 Once Fire Service Provider has responded and replaced detector, they will de-isolate the fire 
panel and confirm that affected area has been corrected. 

 College returns to normal operations. 

 
9.3 – Investigation of Area in Alarm 

If Fire Detected 
 Call 000 or get someone to call and confirm Fire 

 Report back to Chief Warden/Staff Member/Night Porter/Security with all the details of the 
situation, as known 

 Only engage with fire if safe to do so – do not endanger your life or anybody else’s 

 Chief Warden/Staff Member/Night Porter/Security to ensure Fire Wardens have evacuated 
buildings and reported back once all occupants evacuated 

 Update UQ Security of situation, providing information of Room, Wing, Evacuation Update, 
Best Gate Entry 

 QFES will take lead on arrival – Update them will all available information on the situation 
and follow their instructions. 

 

Note:  
 All Alarm Activations Go Directly to UQ Security & QFES 
 College is unable to cancel callouts 
 College policy is for all occupants to evacuate college to nearest Assembly Point upon 

an Alarm Activation occurring  
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10. Emergency Evacuation Procedures 

 

10.1 - On Discovery of a Fire or being advised of a fire or hearing the alarm: 
Student Fire Wardens shall remove people from danger, close doors if possible, to slow the progress 
of the fire and contain smoke. Raise the alarm by either operating a Manual Call Point or Shouting 
“Fire, Fire, Fire”. Ensure that QFES have been notified by calling “000”, commence evacuation of the 
immediate area leaving via the nearest exit and proceed to the nearest assembly point. Ensure all 
rooms, toilets, showers, in their designated area are searched then they must report their findings to 
the Chief Warden. (Area clear or otherwise – mobility impaired persons locations). Mobility impaired 
and special hearing, sight and any other impairment that may affect people's responses should be 
dealt with as follows. 
 

10.2 – Impairment Procedures 
Persons suffering from mobility impairment or other impairment that would impact on their safe 
and speedy evacuation have an obligation to communicate the nature of the impairment to their 
Student Fire Warden prior to any event, which may require the impaired person’s evacuation. The 
impaired person should be guided to a pre-arranged evacuation point with a warden or responsible 
person, to provide comfort and reassurance and the Chief Warden notified. The Chief Warden will 
arrange priority evacuation with the Emergency Services. 
 
10.3 - In an evacuation the following points should be Considered: 
Arrange assistance for persons with special needs. Secure cash and valuable documents (if safe to do 
so). Evacuate with a minimum of personal material. In a bomb threat situation take all your personal 
material. Where possible close doors and windows on departure. In a bomb threat situation open all 
doors and windows. Prevention of panic is of paramount importance. Obey directions given by 
emergency services personnel. Keep all exists / entrances clear at all times. Do not allow anyone 
except Emergency Services personnel to re-enter the building while the alarm is sounding. 

10.4 - Person refusing to comply with Student Fire Wardens directions:  

Should a person refuse to comply with the directions given by a Student Fire Warden, from the 

Building's Emergency Control Organisation: 
 

 Ensure the person has been clearly advised they are required to evacuate the 
building, because of an emergency situation.  

 Ensure they are asked again to evacuate.  
 Notify the Chief Warden, who will advise the Officer-in-Charge of the Emergency 

Service who, at their discretion, may take the appropriate action under law to 

remove the person. 
 

At no times are student fire wardens, staff, or residents other than Emergency 

Services personnel to use physical force to remove someone who refuses to 

evacuate. Touching, poking or slapping a person who seems to be in a state of 

extreme fear or shock may cause a violent reaction and is considered to be 

assault. 
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 Note:  It is advisable to have a witness to confirm any refusals. Document any such incidents. 

  
10.5 – Mobility / other impaired persons on in the affected floor/area: 
Hearing, sight and any other impairment that may affect people's responses should be dealt 

with as follows. 

 

Persons suffering from mobility impairment or other impairment that would impact on their 

safe and speedy evacuation have an obligation to communicate the nature of the impairment 

to their student fire warden prior to any event, which may require the impaired person’s 

evacuation. 

 

The impaired person should be guided to a pre-arranged evacuation point and the Chief 

Warden notified. The Chief Warden will arrange priority evacuation with the Emergency 

Services. 

 
Once all occupants have been evacuated, the impaired person may be placed in the pre-

arranged evacuation point with a Student fire warden or responsible person, to provide 

comfort and reassurance, or may be evacuated under the control of the Emergency Services. 

 

On the sounding of the ALERT ALARM mobility and other impaired persons should be 

advised of the alarm. Co-workers should be nominated to assist impaired persons, if an 

evacuation is ordered. 
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10.6 - Communication Pathway, Flow Chart of Action for Emergency Situation  
 
 

 
 
 
 
 

 
 
 
  
 

 
 

 
 
  
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Note: Emergency Alert Tones are set at the College to advise all occupants that an alarm 

has been activated and to then please evacuate to your nearest Assembly Point.   
 

College Admin advised of Emergency 

 If required call UQ Security 3365 3333 

 If advised occupant unconscious call 000 

 Respond to Situation 

Emergency Situation – Ambulance Called 

 Provide any 1st Aid as required until 
UQ Security arrives 

 Update UQ Security of situation on 
arrival 

 Never Leave Person in Distress Alone 

 If required, use other people in area 
to provide support until ambulance 
arrives 

 Contact Senior Staff Member of 
incident and update situation 

 On arrival of ambulance, UQ Security 
will update them on situation 

 Ambulance will decide if person is 
going to hospital or okay to remain 
at College 

 Once incident is over, relevant Staff 
Member to complete on-line 
Incident Form  

On scene of incident, determine seriousness. 

 If able to, provide 1st Aid as needed 

 If required call 000 (ambulance) 

 Send a person back to Admin to escort 
UQ Security to scene 

 Don’t leave person in distress alone 

 Continue to provide support until UQ 
Security Arrive 

 If required use other people in area to 
provide support and keep area clear 

On arrival of UQ Security 

 Update on person’s condition 

 Any 1st Aid Provided 

 Advise if ambulance called and best 
access and which gate into College 

 Contact relevant Student Leader on duty 
to monitor the person if injury is not 
deemed serious or life threatening 

 If ambulance called, contact senior staff 
member on duty 

 If not serious and under control, UQ 
Security will depart College 

 Relevant Student/Staff member to 
complete on-line incident report  
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11. Emergency Evacuation Procedures – All Hours 

 
In the event of a confirmed emergency in the building, staff/student wardens should: 

 Alert all occupants in your area only and in the immediate danger area. 

 Ensure an alarm has been raised (break Manual Call Point if alarm is not already sounding) 

 If there is any doubt regarding whether there is a fire situation, the Fire Services should be 
called. Phone 000 and ask for Fire Brigade. 

 
On hearing the alarm tone: 

 Staff/Students are to evacuate 

 Phone 000 (on public or mobile phones) ask for Fire Brigade and confirm that the Fire 
Brigade has received alarm. Note – only if presence of Fire is confirmed. 

 Never enter the building while alert tones or alarms are sounding. 

 Do not re-enter the building until the Fire Brigade has declared it safe to do so. 
 
In the event of an emergency or alert tone sounding on another floor; you should evacuate the 
building. 

 

Emergency Coordinator – weekends, evenings and night shifts. 
Resident Senior Leader on Duty perform the role of Chief Warden, Emergency Coordinator with 
Emergency Services. 
 

Key Staff Telephone Numbers 
These staff are to be contacted immediately in case of emergency: 

 
 
 
 
 
 
 
 
 
 

Position Emergency After Hours Contacts 

UQ Security 3365 3333 

Resident Leader Sally Northcroft – 0423476397 

Head of College Flo Kearney – 0423476394 

Operations Manager Jeff Sipek – 0402796427 

Night Porter 3377 4500 

Quest Security 3377 4500 
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12. Assembly Areas 

 
In the event of an emergency evacuation, occupants should evacuate the building and gather at the 
Primary Assembly Area. Each Wing of the College has a Primary Assembly Area in close proximity to 
the Main Exit. Each room has an emergency evacuation plan displayed in their room giving directions 
to this assembly point.  
 
In the event of an evacuation to the Assembly Area, occupants are to: 

 Take precaution when crossing traffic areas, roads and near exits where occupants might be 
leaving the building. 

 Make contact with the Assembly Area Coordinator at the assembly area 

 Account for people from the building 

 Report any person missing to the Floor Wardens who can advise the CEW. The CEW will then 
inform the fire brigade or appropriate authorities. 

 Do not re-enter the building until the ‘All Clear” has been given by the responding 
emergency 
services.  

 
Alternate route to Primary Assembly Area:  

 In an emergency situation and an evacuation cannot occur through the main foyer; 
alternatively, occupants can exit at various other designated Emergency Exit points 
throughout the facility.  

 
Refer to Appendix (7) for Evacuation Diagrams for the building Women’s College, College Road, St 
Lucia, QLD 4067. 
 

12.1 Secondary Assembly Area  

 

 If there is a requirement to move to a Secondary Assembly area; the Chief Emergency 
Warden under the direction of relevant authority will advise when necessary. The Secondary 
Assembly Area is directly across from the Main Entry to the College in the Circular Drive 
area, along the footpath in the grass area facing College Road.   

 
In the event of an evacuation that requires occupants to move to the Secondary Assembly Area; the 
CEW & relevant authority will advise Staff/Students to marshal occupants to this location. 
 
 
 
 
 
 
 
 
 

 



 
The Women’s College, Fire and Emergency Evacuation Plan 

Date issued: May 2019 Expiry date: May 2024 Version: 1.5 
 

   

  Page 17 of 64 

 

13. Reoccupation of the Building 

 
After an evacuation the decision to reoccupy the building has to be made, this can be determined by 
the relevant authority depending on the extent of the emergency. The CW will then advise the ECO 
on the decision to re-enter the premises. 
 

14. Type of Emergencies 

 
An emergency is any event that arises from internal or external sources that may adversely affect 
the safety of the people in the building or the community generally and requires immediate 
response by the occupants. 
 
Identifying specific emergency events and scenarios will vary; the types of emergencies as 
referenced from AS 3745 – 2010: Planning for emergencies in facilities, may be categorised as 
Human, Natural or Technical: 
 
Human: Bomb; bomb threat; building invasion/armed intrusion, personal threat, chemical, biological 
threat, civil disorder and medical emergency. 
 
Natural: Cyclones, including storm surge; earthquake; explosion; fire & smoke, flood; severe 
weather/storm damage. 
 
Technical: Hazardous substances incidents; industrial incidents; structural instability; transport 
incidents; toxic emissions. 
 

R.E.A.C.T.TM 
While each emergency can differ the REACTTM procedure offers a set or immediate generic responses 
which are easily memorised and appropriate in most circumstances. They are: 

RESPOND TO OR RAISE THE ALARM 

You should always Respond to or Raise the alarm 

EXAMINE 

Examine what type of emergency you may be facing  

ASSESS 

Assess the risks to your life safety and that of others 

CONTROL 

Take Control of the situation, act responsibly 

TALK 

Always communicate with all parties concerned 
 
 
 



 
The Women’s College, Fire and Emergency Evacuation Plan 

Date issued: May 2019 Expiry date: May 2024 Version: 1.5 
 

   

  Page 18 of 64 

 

15. Emergency Response Procedures 

The following are standard colour codes to identify emergencies and activate emergency 
procedures.  An identification and analysis of potential emergencies likely to impact the facility has 
been carried out.  As a result, procedures have been developed for the following potential 
emergency events. 

For ease of identifying emergencies that may exist within the building, colour codes have been 
developed in relation to certain emergency situations. The purpose of the colour code is to inform 
staff of the emergency without raising unnecessary alarm and panic among other occupants of the 
building including other employees, visitors and contractors. 

 

Emergency 

 

Colour Code 

Fire and/or smoke Code Red 

Evacuation Code Orange 

Internal Emergency Code Yellow 

Medical Emergency Code Blue 

External Emergency Code Brown 

Bomb Threat Code Purple 

Personal Threat Code Black  
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Emergency Procedures: Code Red Fire Emergency 

Emergency Coordinator 

On hearing the ALERT tone, the Chief Warden/Staff Member/Night Porter/Security should: 

Respond to the Fire Panel in the Main Foyer and take control 

Locate the area in alarm through the monitor on the panel 

Send someone to investigate the area in alarm 

Gather and evaluate information about the situation/incident from the ECO members 

If ECO members report THE PRESENCE of smoke, fire or perceived danger, the Chief Warden/Staff 
Member/Night Porter/Security should: 

Call 000, or instruct someone to call 000 

Direct and coordinate ECO members 

Control entry to the affected area 

Monitor evacuation progress and status 

Ensure resident register/s, and visitor and staff sign in logs are collected and taken to the emergency 
assembly points 

Receive reports from ECO 

Meet and brief the fire service on arrival 

Act on instructions from the fire service 

If ECO members report NO SIGN of smoke, fire or perceived danger, the Chief Warden/Staff 
Member/Night Porter/Security should: 

Return to Fire Panel and update all that it is a False Alarm 

Update UQ Security that it is a confirmed False Alarm 

Confirm evacuation of College is underway, by sending someone from ECO to investigate and report 
back 

Meet and brief QFES on arrival 

QFES will isolate or reset panel – advising College to have Fire Service Contractor come out and 
replace detector in alarm, or investigate the issue 

Act on instructions from QFES 

When the fire service has given the all clear, Chief Warden/Staff Member/Night Porter/Security 
should: 

Advise ECO members to facilitate the return of occupants to the building 

Conduct a debrief for the ECO 
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Emergency Procedures: Code Red Fire Emergency 

Emergency Officers/Fire Wardens 

On hearing the ALERT tone, Emergency Officers (Resident Leaders) should: 

Evacuate to Assembly Point 

Follow directions given by the Emergency Coordinator (Chief Warden) 

If requested by the Emergency Coordinator, investigate the affected area, looking for signs of fire 
including smoke and heat 

If signs of a fire are found, immediately report the situation to the Emergency Coordinator (Chief 
Warden) and commence evacuation of the area 

If signs of a fire are NOT found, immediately report the situation to the Emergency Coordinator (Chief 
Warden) and wait for further instructions – continue to monitor the area for signs of fire 

In the event of a fire, or on hearing the EVACUATION tone, or on being directed to evacuate by the 
Emergency Coordinator (Chief Warden), Emergency Officers (Resident Leaders) should: 

Evacuate people from the area 

Search the area to ensure everyone has been evacuated – IF IT IS SAFE TO DO SO 

Report the status of evacuation to the Emergency Coordinator (Chief Warden) 

Proceed to the emergency assembly area 

Using the resident register, and visitor and staff sign in logs, account for persons evacuated and report 
status to the Emergency Coordinator (Chief Warden) 

Assist people in the emergency assembly area and prevent people from re-entering the facility 

On being directed to STAND DOWN, Emergency Officers (Resident Leaders) should: 

Reassure occupants 

Assist in returning the facility to normal operations 

Follow directions given by the Emergency Coordinator (Chief Warden) 
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Emergency Procedures: Code Red Fire Emergency 

Occupants 

On hearing the ALERT tone, occupants should: 

Prepare to evacuate 

Gather personal items only 

Follow directions given by the Emergency Coordinator (Chief Warden) and staff/student leaders and 
evacuate to Assembly Point and wait for further instructions. 

In the event of a fire, or on hearing the EVACUATION tone, or on being directed to evacuate, occupants 
should: 

Evacuate via the nearest safe emergency exit 

Proceed to the emergency assembly area 

Remain at the emergency assembly area – DO NOT RE-ENTER THE BUILDING 

Follow directions given by the Fire Service, Emergency Coordinator (Chief Warden) or Resident 
Leaders 

On being directed to STAND DOWN, occupants should: 

Return to the facility 

Follow directions given by the Fire Service, Emergency Coordinator (Chief Warden) or Resident 
Leaders 
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Emergency Procedures: Code Orange Evacuation 
 

Evacuation procedures 

Evacuation 
Evacuation involves moving residents, staff and other people out of the facility in as rapid and 
safe a manner as possible.  The decision to evacuate is made by the Emergency Coordinator 
(Chief Warden). Also when the Alert Tone has been activated asking you to vacate to your 
nearest Assembly Point. 

Accounting for people 

When the decision to evacuate is made, the Emergency Coordinator (Chief Warden) ensures 
the resident registers, and visitor and staff sign in logs, are collected and taken to the 
emergency assembly area/s. 

Emergency Officers (Resident Leaders) at the assembly area/s use the registers and logs to 
account for people evacuated and report the status of the evacuation to the Emergency 
Coordinator (Chief Warden). 

The Emergency Coordinator (Chief Warden) uses this report and other information gathered 
during the evacuation to brief the emergency services on arrival. 

Relative, Visitor action in case of Emergency 

Visitors to the facility must follow the directions given by staff, at all times. Visitors will be 
evacuated with Students and asked to assist in times of need. 

Staff will inform Relatives and Visitors of the situation whilst checking wards. Panic should be 
avoided by not using the words ‘Fire’ or ‘Smoke’, but calmly describing the situation and 
directing Visitors to either stay where they are, evacuate or assist with their Relative or 
Friend’s evacuation. 

Visitors are required to act in a responsible manner at all times, will not interfere with staff and 
their decisions regarding who is to be evacuated, and when, will not cause panic, or distress to 
any other person and will follow the directions of staff, the Emergency Coordinator (Chief 
Warden) and the Fire Brigade. 

Visitors are advised that your safety comes first and therefore not to put yourself at undue risk. 
When moving within the facility you are to ‘buddy up’ with another person and not to enter 
any area on your own. 

Women’s College takes no responsibility for the safety of Visitors where they fail to follow 
procedures and directions given by Staff and Management. 

In an emergency situation all persons are expected to act in a calm, reasonable manner, follow 
directions and prevent further destruction to property. 
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Emergency Procedures: Code Orange Evacuation 
 

Evacuation stages 
Generally, evacuation should be conducted in three stages, but this will vary according to the 
nature and location of the emergency, and the type of fire safety systems and equipment 
installed in the facility. 

 
Stage 1 

Remove people from the immediate danger area.  For example, remove people from the 
room that is on fire into the corridor and close the doors. 

 
Stage 2 

Remove people into a safer area. This may be to an adjoining fire compartment on the 
same level protected by fire and smoke doors, or to another level, preferably lower than 
the level on fire. 

Stage 3 
Remove people from the building to the emergency assembly area 
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Emergency Procedures: Code Orange Evacuation 
 

People who refuse to evacuate 

If a person refuses to evacuate, the following procedure should be followed: 

1 - Warn the person about the emergency and the fact they are putting themselves and other 
people in danger. 

2 - Repeat the first step.  Do NOT attempt to physically remove the person. 

3 - If the person still refuses to evacuate, leave them and continue to evacuate other team 
members and visitors. 

4 - MOST IMPORTANTLY, report the name and location of the person refusing to leave to the 
Emergency Coordinator (Chief Warden) at the earliest possible time.  The fire service will 
allocate resources to rescuing the person. 

Evacuation routes  

In an emergency, evacuation routes and emergency exits may become obstructed or made 
impassable by smoke, fire, fallen debris or other obstacles. 

In these situations, the nearest accessible and safe exit should be used.  Therefore, it’s very 
important for team members to have a good knowledge of the building layout so they can 
choose and navigate an alternative evacuation route when required. 

Moving in smoke 

Smoke contains a lethal cocktail of poisonous gases which can stop the supply of oxygen to the 
body, numb senses, damage cells and cause the airways to swell and fill with mucus. 

If you have to move through smoke, get down on your hands and knees, keep as low as 
possible and breathe the air close to the floor. 

Smoke can quickly disorient you.  Try to stay in touch and move along a point of reference such 
as a wall, floor runner or bannister. 

Fire-isolated stairs, fire escapes and other safe routes should be used always. 
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Emergency Procedures: Code Yellow 
Infrastructure and other Internal 

Emergencies 

Infrastructure and other internal emergencies 

Other than fire and smoke, an internal emergency could be caused by hazardous substances 
spill, gas leak, electrical power supply failure or water supply failure. 

Hazardous substances spill 

The response to a hazardous substances spill will depend on the hazard posed by the 
substances involved. 

Safety Data Sheets (SDS) or Material Safety Data Sheets (MSDS) provide information on the risk 
to health posed by substances and procedures for handling or working with substances in a 
safe manner.  The substance container may also provide warnings on the hazard posed by the 
substance. 

Hazardous chemicals stored in the facility should be labelled and stored in a safe manner.  
Relevant SDS’s and MSDS’s should be available on site and appropriate equipment and PPE 
available to respond to an accidental spill. 

In the event of a chemical spill: 

 Approach the situation with care - many hazardous chemicals lack colour or offensive 

odours - never assume a substance is harmless 

 Isolate the area and prevent entry 

 Check for any persons involved and evacuate if necessary [normal evacuation 

procedures apply] 

 Refer to the SDS or MSDS for health hazard information and the appropriate way to 

respond to an accidental release of the substance 

 If the substance is classified as a hazardous chemical or dangerous good, ring 000 and 

request assistance from the Queensland Fire and Emergency Service 

 If the substance is not classified as a hazardous chemical or dangerous good, manage 

the spill in accordance with the SDS or MSDS 

 If the substance cannot be identified the spill should be treated as a hazardous 

chemical or dangerous good. 

 If required, complete an incident report form located on the College Student Portal.  

  



 
The Women’s College, Fire and Emergency Evacuation Plan 

Date issued: May 2019 Expiry date: May 2024 Version: 1.5 
 

   

  Page 26 of 64 

 

Emergency Procedures: Code Yellow Infrastructure and other 
Internal Emergencies 

Gas leak 

In the event of a suspected gas leak: 

 Turn OFF all appliances and pilot lights 

 Turn OFF the gas supply at the emergency shutdown if fitted or at the source if safe to 

do so 

 Eliminate any possible ignition sources including naked flames and cigarettes 

 Do NOT operate electrical switches or electronic devices such as mobile phones 

 Open doors and windows for ventilation if it’s safe to do so 

 Contact the Queensland Fire and Rescue Service and gas supply company 

 Evacuate if necessary and safe to do so 

 Complete an Incident Report Form 

Electrical power supply failure 

In the event of a failure in the supply of electricity: 

 Contact Admin, if widespread, contact UQ Security 

 Where emergency lighting is installed, it should operate for approximately 90 minutes 

providing light for evacuation 

 Staff should use torches if available and reassure residents and visitors 

 Contact the electricity supplier to establish the status of the outage 

 If a battery operated radio is available, listen to a local station for information 

 Consider switching off electrical appliances and surge sensitive equipment 

 In the event of an extended power supply failure, contact Management 

Water supply failure 

In the event of a failure in the supply of water: 

 Contact Admin, if widespread, contact UQ Security 

 Contact the water supplier and establish the status of the supply failure 

 Conserve water by restricting unnecessary use 

 In the event of an extended water supply failure, Contact Management 

 Consider securing sources of drinking water such as bottled water 
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Emergency Procedures: Code Brown Severe Storm Emergencies 

As the storm approaches 

Severe storms pose a number of threats including high winds, hail, lightening and torrential 
rain. 

Where severe weather warnings have been issued, staff should: 

 Listen for weather updates on local radio 

 Secure all external doors and windows, draw curtains, and secure outdoor furniture etc 

 Prepare for possible internal emergency situations such as an electrical power supply 

failure, a fire, or a medical emergency because of injury - see Emergency procedures: 

Code Yellow, Code Blue and Code Red  

 Reassure staff, students and visitors 

When the storm strikes 

The main priority in a severe storm emergency is to “shelter in place” by keeping staff, 
students and visitors in a safe and secure location within the building and waiting for the storm 
to pass. 

 Continue to listen for weather updates on local radio 

 Do NOT use a fixed line telephone during a severe storm 

 Remain in the building (if it is safe and secure)  

 Keep staff, students and visitors clear of windows and glass doors 

 In multi-storey buildings, move to the lower floors 

 If the building starts to break up, shelter in the strongest part (internal room, hallway, 

doorway or built-in wardrobe) under a mattress or a strong table or bench 

 Respond to electrical power supply failure, fire emergency, or medical emergency 

when safe 

When the storm has passed 
 Continue to listen for weather updates on local radio – other storms may be 

approaching 

 Respond to electrical power supply failure or a medical emergency as required 

 Beware of fallen powerlines and trees 

 Reassure staff and visitors 

 Assess the damage and evacuate the building if necessary and safe to do so – see 

Emergency procedures: Code Orange - Evacuation 
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 Contact the State Emergency Service on 132 500 if assistance is required 

 Contact Management, advise them of the situation including any damage or casualties 

Emergency Procedures: Code Purple Bomb Threat Emergencies 

General 

Bomb threats pose a serious nuisance and are usually perpetrated by someone trying to create 
maximum alarm and confusion. 

A bomb threat could be a hoax or it may be a warning of an actual attack. 

If a threat is received or a suspect object found, the police service should be advised 
immediately. 

Types of Threats 

Written threats 

Written threats should be kept, including any envelope or container they arrived in.  Minimise 
any further unnecessary handling to preserve evidence. 

Telephone threats 

The person receiving the call should not hang up.  They should complete the bomb threat 
checklist as accurately and as soon as possible.  The Bomb Threat Checklist can be found in 
Appendix 9. 

The completed checklist can provide valuable information on which to base recommendations, 
action and subsequent investigation. 

Specific threats 

If the caller provides detailed information it is considered a specific threat.  Detailed 
information could include statements concerning why the threat was made, a description of 
the device, or the location of the device.  Specific threats are generally considered more 
credible than non-specific threats. 

Non-specific threats 

If a caller makes a general or simple statement that a bomb has been placed in the facility 
without providing any further details about the device before hanging up, the threat is 
considered non-specific. 
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Emergency Procedures: Code Purple Bomb Threat Emergencies 

Suspect Object 

A suspect object is any object found in the College and deemed a possible threat by virtue of 
its characteristics, location and circumstances. 

Prime candidates for a suspect object include objects not normally found in an area, or for 
which an owner is not readily identifiable.  Other characteristics that may make an object 
suspect include: 

 Suspicious labelling 

 Similar size appearance to that described in the threat 

 Unusual size, shape and/or sound 

 Presence of pieces of tape, wire, string or explosive wrappings, or other unfamiliar 
materials 

The following “HOT UP” questions may be used to assess if an object is “suspect”: 

 Is the object: 

H Hidden? 

O Obviously, a bomb? 

T Typical of its environment? 

 Has there been: 

U Unauthorised access? 

P Perimeter breach? 

Threat Evaluation 
The Emergency Coordinator (Chief Warden) should assess all available information and 
evaluate the threat before deciding on a course of action.  The following questions may help: 

 Is the threat specific or non-specific? 

 Has a suspect object been found? 

Every threat should be treated as genuine until proven otherwise. 

Response Options 
After evaluating the threat, the Emergency Coordinator (Chief Warden) should decide how to 
respond.  Response options include: 

 Take no action 

 Conduct a search without evacuating 

 Evacuate and search the facility 

 Evacuate the facility without conducting a search 
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Each of the above options has advantages and disadvantages related to safety, speed and 
thoroughness of search, and speed and efficiency of evacuation. 

The decision will be influenced by a number of factors such as: 

 Result of the threat evaluation – specific or non-specific 

 Number of staff and ECO members available for search and evacuation 

 Likely impact on and risk to residents of evacuation 

 

Emergency Procedures: Code Purple Bomb Threat Emergencies 

Search Procedures 

Generally, the search should be conducted in the following order: 

 Outside areas including emergency assembly areas 

 Entrances and exits, especially paths of travel people will use to evacuate 

 Public areas in the facility 

 Other areas starting at the lowest levels and moving upwards 

If a suspect object is found, staff and/or ECO members should make sure the object is not 
touched or moved.  The immediate area should be evacuated and isolated to prevent access. 

Staff and/or ECO members should notify senior staff and/or the Emergency Coordinator (Chief 
Warden) immediately and continue to search to ensure there are no other suspect objects in 
the area. 

Staff and/or ECO members should follow directions from the Emergency Coordinator (Chief 
Warden) and emergency services. 

Additional Evacuation Procedures 

In addition to normal evacuation procedures, the following procedures should be implemented 
in the event of a bomb threat: 

 It may be safer to move the emergency assembly area to a location further away from 
the facility and in a position where another structure forms a barrier between 
evacuees and the facility 

 As a search may take quite a length of time, the emergency assembly area may need to 
be moved to a more comfortable location protected from the sun and weather 

 As the evacuation takes place, ensure windows and doors are opened 

 Visitors should be asked to remove personal belongings which will facilitate 
identification of suspect objects 
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Emergency Procedures: Code Purple Bomb Threat Emergencies 

Bomb threat procedures 

All staff 
Staff receiving a phone threat should complete the bomb threat checklist as accurately and as 
soon as possible. 

Upon receipt of a threat or discovery of a suspect object, staff should immediately report the 
situation to senior staff or the Emergency Coordinator (Chief Warden). 

If senior staff or the Emergency Coordinator (Chief Warden) are not available, contact the 
police service via 000. 

Emergency Coordinator (Chief Warden) 

On being advised of a bomb threat and/or suspect object: 

Respond to the emergency control point and take control 

Collect the completed phone checklist 

Make sure the police service has been alerted via 000 

Inform the ECO of the situation 

 Do not use mobile phones or two-way radios 

 Do not use the words “bomb threat” in any PA announcements – use “Code Purple” or 
“Code Orange” announcements as appropriate 

 Use WIPs if available 

Evaluate the threat 

Decide on a response 

Initiate the response 

Direct and coordinate the ECO 

Report to and assist the police service 
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Emergency Procedures: Code Purple Bomb Threat Emergencies 

Emergency Officers (Resident Leaders) 

On being advised of a bomb threat and/or suspect object: 

Proceed to the designated Assembly Point 

Follow directions given by the Emergency Coordinator (Chief Warden) 

If requested by the Emergency Coordinator (Chief Warden), search the area for suspect objects 
- if a suspect object is found: 

 Report the situation immediately to the Emergency Coordinator (Chief Warden) 

 Make sure the object is not touched or moved 

 Evacuate and isolate the immediate area to prevent access 

If directed by the Emergency Coordinator (Chief Warden), complete an evacuation of the 
facility as per normal evacuation procedures 

Note that windows and doors should be opened or left open and the emergency assembly area 
may be relocated further from the facility 

Report the status of evacuation to the Emergency Coordinator (Chief Warden) 

Proceed to the emergency assembly area 

Assist people in the emergency assembly area and prevent people from re-entering the facility 

On being directed to STAND DOWN, Emergency Officers (Resident Leaders) should: 

 Reassure Staff/Students/Visitors 

 Assist in returning the facility to normal operations 

 Follow directions given by the Emergency Coordinator (Chief Warden) or police service 
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Emergency Procedures: Code Black Personal Threat Emergencies 

General 

Personal threats occur when people are confronted by another person acting in a violent or 
threatening manner or threatening self-harm or suicide.  The threatening person may be 
unarmed or armed. 

UNDER NO CIRCUMSTANCES SHOULD STAFF, VENDORS, OR VISITORS PLACE 
THEMSELVES IN FURTHER JEOPARDY. 

Personal threat procedures 

Obey the offender’s instructions. 

Do only what you are told and nothing more. 

Do NOT volunteer any information. 

Stay out of danger if not directly involved and leave the building if it is safe to do so, then 
raise the alarm. 

Follow internal notification and escalation procedures if able to do so without danger. 

Carefully observe any vehicle used by the offender(s), taking particular note of its registration 
number, type and colour, and number of occupants and their description. 

Preserve the crime scene until the police have checked the area for evidence. 

If safe to do so, observe the offender(s) and note the speech, mannerisms, clothing, scars or 
any other distinguishing features such as tattoos. Record these observations and personal 
account of events in writing, as quickly as possible, after the armed confrontation.  

NOTE: Appendix 10 provides a form to record this information.  

Ask all witnesses to remain until the police arrive - explain to the witnesses that their view of 
what happened, however fleeting, could provide vital information. 

Ask witnesses not to discuss the incident until statements have been provided to police.  

Manage all members of the media, and allow only the delegated person for the facility to make 
statements. 
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16: Lock Down Procedures – Active Shooter/Armed Intrusion 

 
These Procedures aim to limit the offender’s access to potential targets by initiating immediate response 
activities, restricting the offender’s movements where possible, removing people from danger, 
preventing people from entering the scene and helping police locate the offender. 
 
Because of the constantly evolving nature of an active shooter event, fast decision making must be made 
in line with the following principles. It must also be understood that no one strategy will be the logical 
approach as the event unfolds and occupants/respondents must constantly assess their best available 
response options.   
 

 Evacuate: if you have visibility of your entire evacuation route and maintain cover, an Evacuation 
Strategy should be initiated, but only if deemed safe to do so. 

 If Outside, seek refuge in the nearest building. 

 If Inside, remain where you are (unless unsafe to do so; in which case move to the nearest 
occupied or safe space). 

 Lock all doors/windows and draw blinds/curtains. 

 Lights should be turned off and all phones turned to silent. 

 Sit on the floor and keep out of sight. 

 Do not peer through windows or doors. 

 If with other students give reassurance to help them remain calm and quiet. 

 Remain where you are until the “all-clear” is given, or you are instructed to move by a Warden. 
 

 

17. Media Response 

 
The Chairman and the Chief Executive Officer (CEO) are the only official spokespeople for Women’s 
College. No other person, unless authorised by the CEO, may speak to the media on behalf of Women’s 
College. 
 
An inquiry from the media should be addressed per the following:  

 Do not comment on the inquiry—regardless of the insistence of the media representative or 
your familiarity with the topic. Anything you say will be on the record and may be quoted by the 
journalist. 

 Advise the person that all media inquiries are centrally coordinated 

 Obtain all their details (name, contact numbers including mobile, media outlet, topic of inquiry, 
deadlines) and advise them that someone from the communication team will contact them. 
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The procedures for scheduling and delivering training are designed to meet the requirements of the BFSR 
2008.  All training and evacuation practice should be recorded and records kept in Appendices 8 and 9. 

General Evacuation Instructions 
Who 

 All staff/students are to receive General Evacuation Instruction at least once per year 

 New staff are to receive General Evacuation Instruction 2 days of commencing work 

What 

 The location of: 
 emergency exits 
 evacuation routes 
 designated assembly area/s 
 intercommunication devices (if applicable) 
 manually operated fire alarms 
 firefighting equipment in the building 

 

 The procedures for evacuating the facility safely in the event of a fire or other emergency 

How 

 General Evacuation Instructions are delivered as part of: 
 Staff induction 
 Mandatory Training 
 Evacuation Coordination Instruction and Evacuation Practice delivered by Fire Skills 

First-Response Evacuation Instructions 
Who 

 All staff are to receive First-Response Evacuation Instruction at least once every 2 years 

 New staff are to receive First-Response Evacuation Instruction within 1 month of commencing 
work 

What 

 How to operate the manually operated fire alarms and firefighting equipment located in the 
facility (training in, or a demonstration of) 

How 

 First-Response Evacuation Instructions are delivered as part of: 
 Staff induction 
 Mandatory Training 
 Evacuation Coordination Instruction and Evacuation Practice delivered by Fire Skills 

18. Procedures for Training 
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Evacuation Coordination Instructions 
Who 

 All ECO members at least once per year 

What 

 The emergency and evacuation procedures for the facility 

How 

 Evacuation Coordination Instructions are delivered as part of: 
 Mandatory Training 
 Evacuation Coordination Instruction and Evacuation Practice delivered by Fire Skills 

Evacuation Practice 
Who 

 All building occupants at least once per year 

What 

 Practicing the evacuation procedures for the facility 

How 

 Annual Evacuation Practice 

 

Evacuation Instructions 
 

All new students to be given Residents Handbook and ensure Fire Evacuation Procedure is 

available in each room within 2 days of a person commencing residence in the building.  

 

All new staff to be given Evacuation Procedure within 2 days of a person commencing work in 

the building.  

 

All new Student Fire Wardens to be given Emergency Procedures for Student Fire Wardens 

within 2 days of a person commencing work or residence in the building.  

  
General evacuation instructions must be given to staff within 2 days of a person 

commencing work in the building (Points 1-5) and repeated annually.  
 

First response evacuation instructions must be given to staff/students within one month of a 

person commencing work or residence in the building (Points 1-7) and repeated two-yearly. 
 
Evacuation coordination procedures must be given to nominated responsible staff within the 

month prior to that person taking on those responsibilities (All Points) and repeated annually. 

Instructions on any change to the Fire Evacuation Plan must be given to all persons within one 

month of the change taking effect. 
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The instructions given take into account the following components: 
 

1. The location of the buildings’ escape routes (fire exits and pathways to an exit).  
2. A procedure for evacuating to an exit and then to the designated assembly area (safe 

place).  
3. Checking of all rooms (including toilets) for people (after assessing the risk from 

smoke or fire). 
4. The location of fire-fighting equipment (fire extinguishers, fire blankets & fire hose reels).  
5. The location of fire alarms or equipment for warning of fire (if applicable).  
6. The method of operation of fire-fighting equipment (fire extinguishers, blankets & 

hose reels). 
7. The method used to activate fire alarms or equipment for warning of fire (if applicable).  
8. Making the announcement for occupants of the building to evacuate. This can be 

delivered via messengers or a public address system (if applicable)  
9. Contacting the Fire Service using ‘000’ telephone number passing on details of the 

emergency. 
10. Assessing the effectiveness of the building evacuation, with consideration as to who 

may be missing and where they may still be within the building. (Conducting a head 
count) 

11. Meeting the attending Fire Service Officer to pass on updated details of the emergency. 

 

The evacuation instructions must be recorded on the Fire and Evacuation Instruction Record sheet in 
Appendix 8. 

 

Evacuation Drills 
 
Evacuation drills will be arranged by the Chief Warden and Fire Safety Advisor at a frequency 

of no less than one per year in accordance with the Building Evacuation plan. They should be 

conducted even if they only involve the staff and E.C.O. members. All practice drills must be 

recorded on the Fire and Evacuation Practice Record sheet in Appendix 9. 
 

The First Evacuation Exercise 
 

This may only be a matter of sounding the alarm and having people walk to the Assembly 

Area. Before the first evacuation takes place, all staff must be briefed by the wardens on the 

following: 
 
The identity of the wardens. Alarm System and the preferred method of reporting emergencies. 
Actions they are to take in response to the alarm signals. Assembly points for their section.  
What is required at the completion of the exercise? 
 
This briefing is best performed through the warden system, thus enabling the staff to identify 

their Student Fire Wardens and become aware of their authority and duties. 
 
When the ECO and procedures have been proven to be satisfactory, the first large-scale 

evacuation can be held. This should not be a no-notice evacuation. 
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Adequate warning should be given as the first evacuation can be difficult enough without the 

added confusion brought about by surprise.  
 

It should be accepted by management that the evacuation plan and procedures be 

properly tested, and that all wardens have sufficient practice to ensure their 

effectiveness in an emergency situation. 

 

The size and configuration of the premises, together with the type of occupancy, will 

determine the interval between practice evacuations. The period between partial evacuations 

can vary between quarterly and yearly. 
 

Second and successive evacuation drill/s 
 
The second and/or successive drill/s should be a full evacuation exercise, where all persons 

within Women’s College participate, and evacuate the building, and practice assembling at the 

designated assembly points. It can be noted at this point in time, the emergency assembly 

points can be changed pending on the incident/emergency. For example, in a bomb threat, 

personnel would be assembled well away from the buildings to a declared safe zone by either 

Queensland Fire and Rescue, Queensland Police or the Chief Warden. 
 
A debriefing meeting conducted by the Chief Warden and Fire Safety Advisor after each 

practice evacuation is essential in order to identify any shortcomings in the organization or 

procedures and then to amend the emergency and evacuation manual or evacuation plans 

where necessary. The FSA will observe the practice and produce a report which can then be 

discussed at the debriefing. 
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Appendix 1: Building Approval Documents 

 

Building Classification – Form 11  
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Appendix 2: EPC & ECO – Roles and Responsibilities  

EPC 

The EPC is responsible for the development, implementation and maintenance of the emergency plan, 
emergency response procedures and related training. 

ECO 

The ECO is responsible for ensuring the life safety of residents and visitors is the top priority during an 
emergency. Life safety takes precedence over asset protection during an emergency. 

The primary role of the ECO is to facilitate a controlled and orderly evacuation of the facility should it be 
required.  ECO members should not put their own lives at risk.  Firefighting equipment should be used 
only by those staff who have been trained in using the equipment. 

 

Chief Warden or Deputy Chief Warden 

Pre-emergency 

 Maintain a current register of ECO members and replace members when a position becomes 
vacant 

 Conduct regular exercises 

 Ensure emergency response procedures are kept up-to-date 

 Attend EPC meetings, and training and emergency exercises, as required 

 Ensure personal ECO identification is available 

 Ensure personal proficiency in operation of facility communication equipment 

 Maintain records and logbooks and make them available for emergency response 

 Ensure ECO members are proficient in the use of the facility communication equipment 

 Ensure emergency communication contact details are up-to-date 

Emergency 

 Respond and take control, as appropriate 

 Ascertain the nature of the emergency and implement appropriate action 

 Ensure that the appropriate Emergency Service has been notified 

 Ensure that Resident Leaders and staff are advised of the situation, as appropriate 

 If necessary, after evaluation of the situation and using all of the information, and resources 
available, initiate the emergency response procedures and control entry to the affected areas 

 Monitor the progress of the evacuation and record any action taken in an incident log 

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

 Any other actions as considered to be necessary or as directed by Emergency Services 
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Post-emergency 

 When the emergency incident is rendered safe or the Emergency Service returns control, notify 
the ECO members to have occupants return to the Building, organise a debrief and compile a 
report for the EPC. 

 

 
Student Fire Wardens: ECO for Each Area of College 
 
  Bourne Wing - Rooms 1-17: Ellouise Southwell 
 

Bourne Wing - Rooms 39-57: Sajeewa Ranasinghe 
 
Philp Wing – Rooms 18-38: Eliza Goodchild 
 
Philp Wing – Rooms 58-78: Julia Becker 
 
Cuppaidge Wing - Rooms 79-99: Mhairi Maitland 
 
Cuppaidge Wing - Rooms 118-137: Emile Rogers 
 
Third Wing - Rooms 161-168: Mary Loch 
 
Piddington Wing - Rooms 169-188 & Apts 1-6: Emily Jobling & Madeline Dooley 
 
Centenary Wing - Rooms 189-238: Sarah MacKenzie & Jenna Christensen 
 

 
Emergency 
 

Wardens should be appointed for the purpose of directing and controlling the emergency procedures 
as directed by the Chief Warden. Wardens have the authority to evacuate their area of responsibility 
if they consider there is any danger to staff, students or visitors. On activation of the fire alarm or 
emergency actions, Wardens may receive instructions from the Chief Warden or by hearing the alarm 
tone itself or by being told verbally or by some other means. Wardens should immediately contact the 
Chief Warden and act on any instructions, or instigate evacuation / emergency procedures as required 
 
On receipt of instructions from the Chief Warden or hearing the alarm tone they will either:  

 
 Direct section staff to reassure staff/students whilst at the same time preparing to 

evacuate; and / or Initiate a search or emergency procedures of their section.  
 Raising the alarm, by operating manual break glass alarms, or by contacting the Chief Warden. 

 
 

 

During an Evacuation, Student Fire Wardens should be prepared to: 
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 Wait until the fire exits are clear before entering. If congested, wait for a few 
moments and check again, or use an alternative exit. 

 Lead the occupants to the nearest fire exit, preventing running or lagging behind.  
 Provide assistance to any occupant falling or tripping.  
 Allow room for Emergency Services Personnel who may also be using the fire exits.  
 Prevent any person from re-entering the floor or building, unless authorised by the 

Chief Warden or Officer-in-Charge of the Emergency Services.  
 Permit only non-bulky personal items, such as purses, wallets or handbags, to be carried to 

the fire exits 

 
If a fire or emergency situation is found the Student Fire Warden must: 

 
 Inform the Chief Warden  
 Evacuate the section. Direct people to the fire exits and prevent them from using lifts.  
 Assisting mobility impaired people.  
 Searching a floor or area to ensure nobody has been left behind. This includes checking 

toilets. 

 Searching a floor or area for suspicious articles - (Bomb Threat Procedures).  
 If directed, meet emergency services on arrival at their floor.  
 Wardens may be appointed to guide groups of occupants down the fire stairs and, if 

instructed, conduct a head count of occupants leaving the floor. 

 Attempt to extinguish the fire or control emergency situation having due regard to their 

own safety 

 

If the fire or emergency cannot be extinguished or controlled the Student Fire  
Wardens must: 

 
 Inform the Chief Warden 

 If confirmed Fire, break MCP and call 000 to confirm  
 Evacuate all section staff  
 Isolate the incident by closing all possible doors  
 Report to the Chief Warden and act on any instructions.  
 Do not allow anyone to enter the fire-affected area. 

 

If no fire or emergency is found the Student Fire Wardens must: 
 

 Inform the Chief Warden  
 Reassure staff/students the situation is under control and to resume normal 

operations after approval to do so by the Chief Warden 

 

Post-emergency 

 Assist in returning Students, Staff, Visitors to the Building 

 Assist in returning operations to normal 

 Compile a report of the actions taken during the emergency for the debrief 



 
The Women’s College, Fire and Emergency Evacuation Plan 

Date issued: May 2019 Expiry date: May 2024 Version: 1.5 
 

   

  Page 45 of 64 

 

 
Equipment 

 
 High Vis Yellow Vests with Warden labelled on it  
 Good quality torch  
 List of all on-duty staff and emergency contacts if applicable. 

 
 

Other Staff/Students  
 
All staff members of Women’s College will comply with the following: 

 
 Will ensure that they know the identities of the ECO team and which wardens 

responsible for the areas of the building on which they may conduct their business 

 Will ensure they are conversant with the procedures to be followed in emergency 
situations and evacuations  

 Will ensure they are conversant with the evacuation signals, evacuation paths and 
evacuation assembly points associated with the Women’s College.  

 Will know the positions of alarm activation points for the floors on which they may 
conduct their business 

 Will not interfere with or remove any materials associated with emergencies or 
evacuations or safety without appropriate authority  

 Will respond to emergencies and evacuations appropriately, and within their ability, 
and to the limit of their authority 

 Will notify the Chief Warden, Warden/Senior Resident or Deputy of an emergency or 
unsafe condition, at the first practicable moment 

 Will inform persons under their supervision of emergency procedures, evacuation 

signals, evacuation paths and evacuation assembly areas associated with the college 

as appropriate 

 Will to the limit of their authority, ensure compliance with safety and emergency 
procedures and evacuation alarm signals 

 Will as far as practicable, obey directions given them by the Warden/Senior Resident, 
Chief Warden or Deputy or Emergency Services personnel during an evacuation or 
emergency or during the conduct of their duties 

 Whilst conducting business will comply with all the safety, emergency, and 
evacuation procedures and rules appropriate 

 Will be encouraged to attend training that is reasonable and appropriate to their level 

of responsibility. 

 
 
 
 
 
 

Residents and Others 
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All residents and other persons entering Women’s College will comply with the following: 

 
 Should ensure that they are aware of the evacuation procedures, evacuation paths 

and evacuation assembly areas associated with Women’s College have business in 
the building. 

 Will comply with all safety, emergency and evacuation procedures and rules whilst 
having business in Women’s College.  

 Will as far as practicable, comply with all directions given them by a supervising staff 
member, Warden/Senior Resident, Chief Warden or Deputy or Emergency Services 

personnel during an emergency, evacuation or whilst conducting their duties  
 Will not interfere with or remove any materials associated with emergencies or 

evacuations or safety without appropriate authority. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Appendix 3: Personal Emergency Evacuation Plans (PEEP) 
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Personal Emergency Evacuation Plans (PEEP's) are individual plans for occupants that may need 
assistance during an emergency, including occupants who: 

 Are accompanied by an assistant 

 Have a companion animal 

 Use alternative forms of information and communication 

 Have an ambulatory disability 

 Use a wheeled mobility appliance  

 Easily experience acute anxiety 

 Experience extreme confusion in an emergency 

PEEP’s should be discussed with the occupant whether employee or a visitor to ensure they are 
aware of the plan. During an emergency these plans should be passed onto the emergency response 
authorities by the Chief Emergency Warden where necessary. 

The PEEP should be formulated with the special needs staff for their approval and consultation. 

During an emergency evacuation; Wardens are to inform the Chief Emergency Warden which floors 
are clear and if any person requires assistance. Wardens should be made aware of any resident who 
may require assistance to evacuate. Depending on the severity and proximity of the emergency, 
Wardens are to seek assistance to evacuate persons who are occupant/visitors with a disability. 
Depending on the risk, ensure that the occupant/visitors with a disability person are situated at an 
area for emergency services to access and assist. If a fire is within the vicinity of the 
occupant/visitors with a disability person, that person should be moved into the emergency exit 
stairwell. This information is to be advised to the Emergency Services when they arrive. 
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Personal Emergency Evacuation Plan 

 
Occupant’s Name: 
 
Location: 

Building/Facility: 

Floor: 

Desk Number: 
 

 
Type of Assistance Required: (Please List Procedure Necessary for Assistance) 
 

 

 
 
 
Equipment Required for Evacuation: 
 

 

 
 
 
 
 
Issue Date:                                                                                                                Review Date: 
 
 
 
Occupant Approved:                                                                                                            Date: 

Area Warden:                                                                                                                        Date: 

Chief Warden:                                                                                                                       Date: 
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Appendix 4: Fire Safety Installation List 
 

 
FIRE SAFETY INSTALLATION CHECKLIST 

Fire Safety Installation Installed? Location 

 Yes/No  

Air handling systems  no  

Emergency lighting  Yes Throughout Site 

Emergency power supply  no  
Emergency warning and 
intercommunication systems  Yes Throughout Site/Main FIP in lobby 

Exit signage  Yes Throughout Site 

Fire control centres  no  

Fire Blankets  Yes 2 in Main Kitchen/1 in 3rd Wing 

Fire dampers  no  

Fire detection/alarm system  Yes Throughout Site 

Fire doors  Yes Throughout Site 

Fire extinguishers  Yes Throughout Site 

Fire hose reels  Yes Throughout Site 

Fire hydrants  Yes Throughout Site 

Fire mains  Yes  

Fire pumps  no  

Fire hydrant booster assembly  Yes  

Fire sprinklers  Yes Centenary Wing Only 

Fire sprinkler booster assembly  no  

Fire shutters  no  

Fire windows  no  

Protection of penetrations through 
fire rated construction  Yes Throughout Site 

Access panels through fire rated 
construction  Yes Throughout Site 

Smoke and heat venting systems  no  

Smoke exhaust system  no  

Smoke door sets  Yes Throughout Site 

Solid core doors  Yes  

Stairwell pressurisation systems  no  

Structural fire protection  Yes Throughout Site 

Other features – additional fire 
safety installations or conditions 
that are required as alternative 
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solution of the Building Act 1975 or 
Building Code of Australia clauses 
E1.10, E2.3 
   
   

Appendix 5: RACE Procedures 
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Appendix 6: Operation of Fire Extinguisher & Fire Assets 

Fire Extinguishers 

1. Select appropriate extinguisher for the type of fire. 

2. PULL the pin from the handle. 

3. Test the extinguisher by squeezing the handle briefly. 

4. Identify a safe evacuation path before approaching the fire. Do not allow the fire, heat, or smoke to 
come between you and your evacuation path. 

5. AIM the nozzle low at the base of the fire. 

6. SQUEEZE the handle firmly. 

7. SWEEP from side to side moving carefully in on the fire. 
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Manual Call Points (MCP) 

1. Press firmly in the middle of the clear window breaking the cover. 

2. The MCP will activate the fire alarm in the building and contact the fire service. 

NOTE: Some MCPs are not connected to the fire service.  Breaking the glass will activate the fire alarm 
in the building only.  These MCPs should have a sign located above them stating: “Local alarm only in 
case of fire break glass and ring 000”.  When using this type of MCP, ensure the fire service is called 
on 000 and notify them of the type and severity of the fire.  

           

 

 

 

 

Fire Blankets 
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1.  Pull the tabs down to release the blanket. 

2.  Shake the blanket open. 

3.  Hold the tabs and wrap your hands in the top edge of the blanket.  Hold the 
blanket in front of you to shield you from the fire. 

4.  Move carefully towards the fire and place the blanket gently over the fire.  
Keep your hands and face protected behind it. 

5.  Make sure the blanket fully covers the fire. 

6.  Turn off the heat source and leave the blanket over the burnt area until the 
area has completely cooled – if in doubt, leave the blanket in place  

7.  In the case of a clothing fire, wrap the person in the blanket and roll them 
on the ground.  

8.  Fire blankets should be disposed of after use. 

 

 

 

Appendix 7: Evacuation Diagrams 
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Appendix 8: Training Records 
 

 

Date 
Time Training 
Commenced 

Training Report 
Received 

Name of Person Conducting Training 

11/2/2019 9am 11.2.19 Peter Grasso/744966 
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Appendix 9: Fire Evacuation Practice Records 
 

Practice Evacuation Guidelines 

 Evacuation practices must be conducted annually for all buildings 

 The Practice must be carried out with an appropriate number of persons 

 The Practice must be carried out in an appropriate way 

 The Practice must be recorded 

The Practice Record must include the following: 

 The Date of the Evacuation 

 The times of the Evacuation started and ended 

 Any action taken as a result of the Evacuation 

 Name of person in charge of Practice Evacuation 

 

BUILDING NAME:  Women’s College    

ADDRESS:                College Road, St Lucia, QLD 4067  

 

Date 
Time 

Evacuation 
Commenced 

Time Evacuation 
Completed 

Action Required 

Name of 
Person 

Conducting 
Evacuation 

28.3.2019 6am 6:11am All notes found in Evacuation 
Report 

Peter Grasso 
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Appendix 10: Emergency Plan Review 

The Emergency Plan is to be reviewed annually. 

Where a change in circumstances of the facility occurs, the Emergency Plan should be reviewed and 

updated as soon as practicable but no later than one month after the change.  Examples of a change in 
circumstances include: 

 Changing the person assigned the role of Emergency Coordinator (Chief Warden) 

 Refurbishing the building 

 Changing the layout of the building 

 Changing the use of the building 

The Emergency Plan review should be conducted and recorded using the following checklist. 

Completed checklists should be stored in this section. 
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Appendix 11: Proposed Maintenance Schedule 

              

Table of Services  Weekly Monthly  Yearly    
              

Item Qty  Fire Protection Systems & Essential Safety  1 3 6  1 3 5  Australian Standard 

   Measures           

1 

  

Emergency and Exit Lighting 

   



 



   

AS2293.2          

2   Automatic Fire Sprinkler System          AS1851 Section 2 

3   Fire Pump-set/s (Petrol and/or Diesel and/or Electric)          AS1851 Section 3 

4   Fire Hydrant Systems       AS1851 Section 4 

5   Delivery Lay Flat Fire Hose          AS1851 Section 5 

6   Fire Detection Systems       AS1851 Section 6 

7 

  

Smoke Alarms and Heat Alarms 

         

AS1851 Section 7            

8   Fire Alarm Monitoring Systems          AS1851 Section 8 

9 

  

Sound Systems for Emergency Purposes 

 



 



 



 



 

AS1851 Section 9        

10 

  

Intercom Systems for Emergency Purposes 

         

AS1851 Section 10            

11   Gaseous Fire Extinguishing Systems          AS1851 Section 11 

12   Fixed Aerosol Fire Extinguishing Systems          AS1851 Section 12 

13   Open Nozzle Water Mist Fire Extinguishing Systems          AS1851 Section 13 

14   Fire Hose Reel        AS1851 Section 14 

15   Portable and Wheeled Fire Extinguishers       AS1851 Section 15 

16 

  

Fire Blanket 

   



     

AS1851 Section 16           

17   Passive Fire and Smoke Containment Systems        AS1851 Section 17 

18   Fire and Smoke Control Features of HVAC Systems          AS1851 Section 18 

19 

  

Emergency Evacuation Procedures 

     



   

AS1851 Section 19           

 

1. Where a frequency has been included in this scope of work, it 
shall include all required inspections, tests or other activities as 
listed in the corresponding table from the nominated Australian 
Standard. 
 

2. This table does not apply to sites that use alternative standards 

of performance: the scope of that work must be documented 

separately. 
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Appendix 12: Phone/Bomb Threat Checklist  
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Appendix 13: Offender Description Checklist  
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Authority and indemnity  During emergency situations or exercises, pending the arrival of Police or o
ther emergency services, ECO  personnel have absolute authority to issue instructions to evacuate all
 persons from buildings and/or areas.   ECO personnel are indemnified against civil liability resulting f
rom practice or emergency evacuation of a  building where personnel act in good faith and in the co
urse of their duties.  
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1.2 7/5/19 Brad C Update Lockdown Procedure 
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