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SECTION ONE:  INTRODUCTION.

In the case of an emergency it is important that everyone in your building knows what to do.  If all building occupants follow a set procedure panic can be averted.  This scheme provides systems designed to:

· Allow all the occupants to evacuate the building by the nearest safe means of egress in the least possible time.

· Account for all occupants in an emergency.

· Instruct occupants of this building in the correct use of fire fighting equipment.

· Ensure that the Wardens appointed are fully acquainted with their duties.

· Encourage good housekeeping.

· Ensure that all disabled users of the building are assisted and accounted for in an evacuation.

WARDENS DUTIES
Personnel designated for carrying out the instructions and procedures in this scheme are as follows:

1.
Chief Warden.

2.
Deputy Chief Warden.

3.
Wardens.

4.
Deputy Wardens.

Wardens are identified as follows:

Chief Warden
Red Jerkin

Deputy Chief Warden
Red Jerkin 

Wardens
Yellow Armband

Deputy Wardens
Yellow Armband

A Wardens list is attached to this manual.  (See Appendix.)  This list will be updated on a 6 monthly basis.  Should there be any changes to this list, please advise the Chief Warden and Red Alert Safety Services.

CHIEF WARDEN.

The Chief Warden is charged with co-ordinating the activities of the Wardens and ensuring that clearance reports are received in respect of all areas following the evacuation.  The Chief Warden will liaise in turn with the emergency services personnel attending the emergency.  Wardens are to follow the Chief Warden and the emergency services personnel instructions.  The Chief Warden is requested to maintain the disabled persons register.

The Chief Wardens identification is provided to insure clear identity to Wardens, occupants, and the emergency service personnel.

DEPUTY CHIEF WARDEN.

The Deputy Chief Warden will report to the Chief Warden and assume any tasks required by the Chief Warden or the Emergency Services Personnel.

In the absence of the Chief Warden the Deputy will undertake the role of the Chief Warden as stipulated in this manual .
WARDENS.
Each Warden is required to have full charge of the evacuation of all personnel located within their assigned area during the period of an emergency. 

Wardens must wear their identification to indicate the area under their control.

Wardens should ensure that all new employees are made familiar with the emergency evacuation procedures set out in this scheme.

Wardens must advise the Chief Warden of any disabled persons, whether a temporary or a permanent disability.  Wardens are to nominate able bodied persons to assist any disabled persons.  Wardens should discuss the evacuation procedures with  disabled persons in their area.

Wardens are requested to inspect evacuation routes at regular intervals.  If any of the following problems are noted, please advise management or the property manager for your building.

· Blocked passage ways or corridors.

· Locked or barred exit doors preventing occupants from leaving the building during an emergency.

· Smoke stop doors kept open by methods other than hold open devices that comply with the building code.

· Stairwells and passageways which are specifically used as means of escape from fire are used as places of storage or places where refuse is allowed to accumulate.

· Flammable cleaning liquids or any other flammable materials are stored near or within any part of the building used as an evacuation route. 

DEPUTY WARDENS. 

Deputy Wardens will assume the responsibilities of the Warden in the event of the Wardens absence or incapacitation.  In the case of evacuation due to fire, Deputy Wardens will see that all windows and doors are closed so as to restrict the spread of heat, smoke, and fire.  The Deputy Warden shall carry out any other directions of the Warden.

SECTION TWO:  FIRE EVACUATIONS.
BUILDING SAFETY EQUIPMENT.

This building is fitted with an automatic sprinkler system on the ground floor and level 1, heat detectors on level 2 to level 7 and manual fire alarms throughout the building.  The fire protection system has a direct connection to the fire brigade on manual fire alarm activation, sprinkler activation and heat detector activation. 

All doors to the stairs are smoke stop doors.  These are specifically designed to inhibit the spread of smoke and fire.  It is therefore essential that these doors are kept closed at all times.  Lives may depend upon it.

ACTION TO BE TAKEN IF YOU DISCOVER A FIRE.
Sound the alarm by using any of the manual fire alarms. These are located by your Fire Exit doors.  (This will activate the alarms throughout the building.)

Confirm the alarm situation by telephone to the N.Z. Fire Service by dialling “111” and ask for the “Fire Service”.  State the address, Synergy House, 131 Queen Street, AUCKLAND, and the nature of the emergency.  If you can give any further information about the type of fire and its precise location within the building then do so.  If you are not able to contact the Fire Service from your premises do so once you have left the building i.e. from a neighbouring building or by mobile phone.  

YOU MAY HAVE TO OBTAIN AN OUTSIDE LINE BEFORE YOU DIAL “111”
Only if it is safe should any person attempt to extinguish a fire using the fire fighting equipment in the building or maintain a holding action prior to the arrival of the Fire Service.  Do not use fire hose reels or water fire extinguishers on fires involving electrical equipment.
If you have visitors when the alarm is sounding, make sure that they leave the building with you.

BUILDING EVACUATION.
If there is a continuous sounding of the fire alarms or the instruction is given by a warden to evacuate, all occupants should leave the building immediately.  (As you leave close all doors behind you.)

Evacuate immediately, do not linger to finish work or collect personal effects.

Leave via the nearest safe fire exit and assemble on the footpath outside 125 Queen Street.

REFER TO YOUR EMERGENCY PROCEDURE NOTICES

NOTES:

· Follow all fire exit signs.

· Use your designated assembly point.

· Evacuate immediately, do not linger to finish work.

· Do not use the lifts during an evacuation under any circumstances.

· Do not carry drinks during an evacuation. (If spilt these may cause an accident and delay the evacuation.)

· Do not return for personal belongings.

· Do not pass other people on the stairs.

· Do not return to the building for any reason until the Chief Warden indicates that it is safe to do so. 

DISABLED PERSONS

As required by the Fire Safety and Evacuation of Buildings Regulations 1992 a disabled persons register is held in the Evacuation Board, in order to be accessible to the Chief Warden and the N.Z. Fire Service.  This register identifies the location of persons with disabilities who are regular users of the building and the form of assistance required in each case.

Physically able persons must be appointed from each area to assist the users of the building with a physical or medical condition to evacuate.  The register also identifies the people assigned to assist .

A copy of the disabled persons register is held by the Chief Warden.  Please advise the Chief Warden of any alterations or additions to this register.

TRIAL EVACUATIONS
Wardens training seminars and trial evacuations will be held every 6 months as required by the Fire Safety & Evacuation of Buildings Regulations 1992.

In general, trial evacuations will be held at unexpected times under varying conditions to simulate the unusual situation which applies in the case of a fire.

NEVER ASSUME THAT THE FIRE ALARM IS SOUNDING BECAUSE OF A TRIAL EVACUATION OR FALSE ALARM.
AFTER HOURS PROCEDURES.

In the event of an emergency evacuation being required outside normal working hours the first occupant to reach the ground floor should assume the duties of the Chief Warden.

All occupants of the building should follow the evacuation procedures stipulated in this manual.

IF YOU DISCOVER A FIRE:

1.
Raise the alarm immediately by operating the nearest fire alarm call point.

2.
Ensure the Fire Service is notified by ringing “111” and confirming the 
emergency.  (You may have to obtain an outside line before dialling “111”).

3.
If it is safe to do so, quickly check that the floor is cleared of all other 
personnel.

4.
Leave by your nearest safe escape route as indicated on the emergency 
procedure notices displayed on your floor.

5.
Do not use lifts to evacuate the building.

6.
Report floor clearance or otherwise to the Fire Service on their arrival.

7.
Assemble at your designated assembly area.

8.
Do not attempt to re-enter the building until the Fire Service have given the 
“all clear” signal.

IF YOU HEAR THE FIRE ALARM SOUNDING FOLLOW STEPS 2 - 8.
CHIEF WARDENS DUTIES IN A FIRE.
When the alarms sound ensure that the Fire Service is notified of the emergency.  State the address, Synergy House, 131 Queen Street, AUCKLAND and give any other helpful information.

Proceed with the evacuation board to the ground floor foyer and ensure that floor clearance or otherwise is recorded.  Ensure that disabled persons are accounted for.  If the foyer is under threat from the fire proceed to the assembly area outside 125 Queen Street and receive clearance reports from the Wardens there.

Appoint door monitors to stop anyone entering the building during the evacuation.

WARDENS DUTIES IN A FIRE.
Wardens are to ensure that their area is completely evacuated by searching their designated area.  Start checking from the furthest point of the area, or the point closest to the fire and work systematically towards the exit.

The evacuation of any disabled persons should be made only after the area has been vacated.  If it is not possible to evacuate the disabled persons, they should be escorted to a safe place close to the stairs or egress doors.  The Disabled Persons Assistants must remain with that person until assisted by  Fire Service Personnel.

When Wardens have determined that their area is completely evacuated and that any disabled persons are accounted for, they should evacuate via the nearest safe fire exit, closing doors as they leave.

Wardens must report to the Chief Warden and ensure that the evacuation board shows clearance or otherwise.  If a disabled person has been left on that floor, then Wardens must show the disabled persons symbol on the evacuation board.  

The evacuation board is located in the ground floor foyer.  In the case of the foyer being under threat from the fire, the Chief Warden will proceed with the portable evacuation board to the assembly area outside 125 Queen Street and receive floor clearance there.

SECTION THREE:  BOMB THREATS.
In the event of a bomb threat Wardens are to act on instructions given to them by either the Chief Warden or the Police .

Evacuation should be by word of mouth and not the activation of the manual alarm.

When an evacuation order is given occupants should take personal effects with them i.e. briefcases, handbags.
BOMB THREAT TELEPHONE CALLS.

When a bomb threat call is received there is no alternative but to treat it as a potential danger.

If you are the person receiving the telephone bomb threat, remember:

· BE CALM.

· BE COURTEOUS.

· LISTEN, DO NOT INTERRUPT THE CALLER.

Make use of the prepared bomb threat checklist located at the back of this manual.  Every call must be treated as genuine until confirmed as otherwise.

Following the receipt of a bomb threat the Police, the Chief Warden and the Management must be advised. 
It is the decision of the Management to determine what action is to be taken.  If a partial or full search of the premises are required, it is better carried out by the occupants and Wardens.  The Chief Warden on advice from the Police will instruct Wardens on what action is to be taken. 

Assessment of a call and any information revealed by the caller may influence what action management takes.  Police advice and assistance will still be required.  Specific details from the caller about the make-up of the organisation and personalities therein, will add credibility to the threat. 

Remain calm during the conversation.  Keep the caller talking as long as possible but do not interrupt.  Pay attention to any background sound which may give an indication as to where the call is coming from.

As much information as possible about the call should be passed on to the Police and the Chief Warden.

DISCOVERY OF AN UNUSUAL OBJECT.

Experience has shown that explosive devices can be made to resemble almost anything.  It is wise, therefore, to treat any suspicious object found in an unusual place with utmost care.

Refer to the “suspicious letter or package” recognition points on the flip side of the bomb threat card.

When a suspicious object is found the Police and the Chief Warden should be notified as per a bomb threat.  They will determine what action to take.

Suspicious items received through the mail should not be moved. Objects that have been discovered or left by an unknown person should not be touched. 

THE OBJECT MUST NOT BE TOUCHED OR TAMPERED WITH.
Following a room or area being evacuated, secure and prevent access.  Do not lock doors, etc., unless absolutely necessary, but ensure that personnel who may be oblivious to the emergency cannot enter the danger area.

Remain calm and inform only those who “need to know”.

DON’T TOUCH IT, DON’T MOVE IT. 

ADVISE THE POLICE AND THE CHIEF WARDEN.

CHIEF WARDENS DUTIES IN A BOMB THREAT.

If a suspicious package is located or a threat telephone call is received, the Chief Warden will liaise with the Police and the management to assess the credibility of the threat and decide what action is to be taken.

Option 1:-  Do nothing. 

It may be tempting to treat this as unimportant or a hoax, but if you are in the slightest doubt another option must be considered.

Option 2:-  Search with partial evacuation. 

If the threat level is considered moderate, with no reason to believe explosion is imminent, the Chief Warden might consider partial evacuation retaining only essential staff and search  teams.  Partial evacuation might also be appropriate where an organisation is spread over a wide area: only those personnel at immediate risk may need to be evacuated initially.

Option 3:-  Search and evacuation. 

In this option personnel remain in-situ during the initial search and are evacuated once the presence of a suspicious article is confirmed. Normally this option would be adopted in a low threat assessment scenario because otherwise the implication is that persons would be exposed to the effects of a device if it functioned.

Option 4:-  Evacuate immediately.  

When the risk is high or when search is precluded due to the extreme short notice of the threat, the Chief Warden has no option other than to evacuate the building.

If an evacuation is initiated, escape routes must be searched to ensure that personnel are not unnecessarily exposed to danger during the evacuation. 

WARDENS DUTIES IN A BOMB THREAT.   

Wardens must assist the Chief Warden with the search of their areas. 
If an evacuation is required, ensure all evacuation routes and assembly areas have been searched. Direct occupants to assemble well clear of the building.

Leave windows and doors slightly open to reduce the impact of any detonation and leave the lights on.

Ensure occupants remove personal belongings when evacuating.
SECTION FOUR:  EARTHQUAKES.
Because New Zealand sits astride the boundary of two major tectonic plates the whole country is likely to experience earthquakes to varying degrees.

MINIMISE THE RISK FROM AN EARTHQUAKE:
· Keep heavy sharp objects near the floor where they can’t fall on you.  (Screw down or fix to the wall.)

· Learn beforehand what to do to survive.

· During the earthquake get under your desk, stand in a doorway, or lie beside a solid structure, and hold on -- desks will walk if the shaking is strong enough.

WHEN THE SHAKING STOPS:
· If a fire has started, put it out if possible.

· Check for electrical and gas hazards, there is no point in becoming a casualty once you have survived the quake.

· Turn off all electrical switches and gas taps.

· Assist those nearest to you who may be injured.

· Do not go outside, the hazards out there may be worse, e.g. falling masonry or glass. 

· Wait for orders from your Warden.

IF AN EVACUATION IS INITIATED:
· Keep together with your group.

· Proceed to an Assembly Centre.

· Keep calm and assist those who panic.

· Follow the instructions of your Warden or Deputy Warden.

CHIEF WARDENS DUTIES IN AN EARTHQUAKE.

Have a plan prepared for dealing with the effects of an earthquake.  

After an earthquake, if possible, organise your headquarters within the building.

Organise those who are uninjured to carry out essential duties: e.g. first-aid, welfare, sanitation.

Gather information - send reconnaissance teams to check routes to civil defence assembly centres.

Inform Wardens when they can move people.

Retain control of staff at the assembly centre.

WARDENS DUTIES IN AN EARTHQUAKE.

Before an earthquake strikes:

· Check your area periodically to make sure it is hazard free.  

· Find out where the designated Assembly Centres are situated - you may have to guide people there.

· Know the plan for dealing with an earthquake.

After an earthquake:

· Check for hazards and fires in your area - isolate and control if possible.

· Check that key personnel in your area can still function.

· Gather information on injuries and damage.
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