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Building Fires Procedure
This procedure applies when a fire has been confirmed in an ECU building or when the evacuation alarm (“WHOOP WHOOP” and recorded message) has been activated.
➡️   IF IN DOUBT – EVACUATE!
	Role / Parties
	Actions and Response Procedures

	Person(s) discovering the fire
	· If a major fire is evident, call 000 immediately.
· Apply the RACE fire response mnemonic where relevant and safe to do so:
· (R) REMOVE: Remove persons from immediate danger if safe to do so. Assist people with disabilities to a safe refuge point (e.g., stairwell landing) and notify a Warden.
· (A) ALERT: Alert others by activating a manual call point, and calling STS on 6304 3333 to advise location, severity, and any persons at risk.
· (C) CONTAIN: Contain the fire or smoke by closing doors behind you.
· (E) EXTINGUISH / EVACUATE: Extinguish the fire only if trained, confident, and it is safe (using the correct extinguisher type). 
· Evacuate using nearest safe exit; do not use lifts. Proceed to assembly area and await instructions.

	Staff, Students and Visitors
	· Stop all activity and follow Warden/STS instructions.
· Evacuate immediately via nearest marked exit; do not use lifts.
· Assist others where safe. Notify wardens of any person with disabilities.
· Proceed directly to assembly area.
· Remain at assembly area until STS or DFES provides the “all-clear”.

	Security Control Room
	· If full evacuation is underway, transfer monitoring responsibilities to alternate control room when required.
· Use AMPAC to identify activated detectors 
· Use CCTV to monitor evacuation progress.
· Maintain an incident and communication log documenting times, notifications, actions and changes.
· Notify emergency services (000) if not already contacted.
· Provide information to On-Scene Commander as required.

	Area Wardens
	· Use fire extinguisher if trained and appropriate to do so.
· Ensure orderly flow of persons to emergency exits
· Search the area to ensure all persons have evacuated
· Assist persons with disabilities to a safer location such as a stairwell
· Place Building Evacuated signage at entry points
· Advise Building/Floor Warden or STS of any person refusing to leave
· Lead occupants to Assembly Areas
· Wait for ‘All-Clear’ from STS before allowing people to re-enter.

	Building / Floor Wardens
	· Attend the Fire Indicator Panel (FIP) – Joondalup and SW only
· Use the Evacuation checklist and tick off areas cleared by Area Wardens
· Dispatch Area Wardens to clear spaces
· Make note of persons who unable/refused to evacuate
· Communicate to STS area has been evacuated (via phone call or WIP)

	Security Officers (On scene)
	· Attend FIP to confirm type and location of activated detectors (Joondalup and South West campuses only).
· Assume Chief Warden or Warden roles if after hours.
· Direct and support evacuation efforts.
· Deny re-entry until DFES completes assessment and STS authorises reopening.
· Guide emergency services to the scene and provide situational updates.

	On-Scene Commander (STS Representative)
	· Coordinate DFES access and response handover.
· Direct ECO to ensure full building evacuation and confirm status at assembly area.
· Report escalation requirements to VP/CIMT if broader impacts exist.
· Authorise re-entry only after DFES and Campus Environments confirm it is safe.
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