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Evacuation Response Procedure
This section sets out the baseline responsibilities of each party, regardless of which type of evacuation occurs. 
	Role / Parties
	Actions and Response Procedures

	Person(s) discovering the Emergency
	· Activate the nearest fire alarm manual call point if not already sounding.
· Report the emergency to Security & Traffic Services (STS) on 6304 3333 (or extension 3333) and provide details of the location and hazard.
· Evacuate the area using the nearest safe exit and proceed to the designated assembly area.
· Do not re-enter until the all-clear is given.

	Staff, Students and Visitors
	· On hearing the evacuation tone (“WHOOP-WHOOP”) or instruction from STS or ECO, stop all activity immediately.
· Evacuate calmly via the nearest safe exit – do not use lifts.
· Assist others requiring help if safe to do so.
· Assemble at the designated evacuation assembly area  and remain there until the all-clear is issued by STS or emergency services.
· Do not return to the building until directed.
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