Building Wardens Manual
Introduction

These procedures have been designed to meet the requirements of Australian Standard AS3745-2002 – Emergency Control Organisation & Procedures for Buildings, Structures and Work places and the National Competency Standard – Fire Emergency Response.

All staff of Edith Cowan University are required to participate in emergency training and evacuation exercises and acknowledge the authority of appointed Emergency Control Organisation personnel.

Instructions given by the Emergency Control Organisation, during drills or emergency situations, will override normal Management structure.
The following procedures 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 unanticipated situations.
Examples of Emergencies
The following are examples of emergencies which may require the evacuation of a building;
· Fire

· Bomb threat

· Building damage

· Medical emergency

· Armed intrusion/hold up

· Civil disorder

· Chemical spills

Roles and Responsibilities

Chief Warden
(White Jacket)


· The Chief Warden will assume control of any emergency incident on campus and manage the incident until the arrival of professional emergency services.
· Establish the location of an Emergency Control Centre to enable the ongoing management of the emergency. (This will vary according to each campus).

· Arrange for an appropriate number of staff to be located at the Emergency Control Centre to assist with an ongoing incident.
· To locate him/herself at the location of the emergency incident to await the arrival of professional emergency services.

· Take whatever action is necessary to ensure the safety of ECU students, staff, visitors and contractors.

· Brief professional emergency services on their arrival on campus.

NOTE: After normal working hours the role of the Chief Warden is carried out by the duty Security Officer.
Deputy Chief Warden   (White Jacket)
· Proceed to and manage the operation of the Emergency Control Centre.

· Assist the Chief Warden as directed.

· Deputise for the Chief Warden in their absence.

Security Officer (Normal Hours 08.30am – 5pm)

· Immediately notify the Chief and/or Deputy Chief Warden of any emergency incident that occurs on campus.
· Proceed to building in alarm and meet Building Warden at Wardens meeting point (Fire Alarm Panel).

· Gain status of emergency. Assist Building Wardens to evacuate the building if necessary.
· Inform Chief Warden of status of Emergency.

· If assistance needed for crowd control or to stop re-entry use Area Wardens once they have finished their evacuation duties.
Security Officer (Outside Normal Hours)
· Proceed to building in alarm.

· Check Fire Panel.

· Go to floor in alarm to confirm.

· Phone Emergency Services.

· If anyone in building ensure evacuation is carried out.

· Move to front of building and await arrival of Emergency Services.

Building Warden (Yellow Jacket)
NB (This instruction is applicable to all buildings without Warden Intercom Phones (WIP) )

· In the event of an alarm sounding in your building contact Security on 3333 to notify of a possible emergency incident.

· Proceed immediately to the Fire Alarm Panel (EWIS-Wardens Meeting Point) in your building.

· On the Fire Alarm Panel determine the location of the area that is in alarm.
· Instruct and coordinate Area Wardens to arrange the evacuation of the building.

· All Wardens must report back to you after the building is evacuated.

· When necessary arrange for Security and other Emergency response staff to assist you with the evacuation of the building.

· Direct all building occupants to the designated assembly area for that building.

· Arrange the allocation of Area wardens to block all entrances to the building to stop people from entering the building until the all clear is given. In the event of insufficient wardens being available other staff may be requested to carry out this function. 

· If available arrange for signage to be placed at building entry points to stop people from entering the building until the all clear is given.

· Meet with the Chief Warden and Emergency Services agencies to update information as to state of the evacuation and in particular to advise of any building occupants who have not evacuated from the building.
Area Wardens (Orange Jacket)
NB (This instruction is applicable to all buildings without Warden Intercom Phones (WIP) )

·  In the event of an alarm sounding, proceed immediately to Fire Alarm Panel. (EWIS-Wardens Meeting Point)

· On instruction from the Building Warden, proceed to your designated area and carry out instructions. 

· If evacuation is carried out notify the Building Warden, on completion.

· After evacuation report back to Building Warden.

· Carry out further duties as requested by Building Warden.
Lecturers Instructions
· In the event of an alarm sounding, assemble all students in the class ready for evacuation.

· Evacuate the classroom using the safest route.
· Ensure the Building Warden or Emergency Response Officer is informed.

· Proceed to the designated Assembly Area for this building (See site plan).
· Keep students together and follow instructions from the Assembly Warden. 
Cleaners Instructions

If you discover smoke/fire;
· Evacuate your area of work immediately.
· Isolate smoke or fire by closing door to the area affected.
· Raise alarm by using Break-Glass at Fire Alarm Panel and phone 3333.
· If you hear the Fire Alarm Signal evacuate by moving to the front of the building and await the arrival of the Emergency Response Officer.
