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[bookmark: _Toc119403965]5.03 Fire Safety & Emergency Policy & Procedure
[bookmark: _Toc119404367]Purpose and Scope
Amwrelle Cleaning & Home Care Services adopts the Fire Safety and Emergency Policy and Procedure to ensure that in the event of an emergency, all participants, workers, volunteers, and any other related personnel remain safe. If for any reason a fire, emergency or disruption of any kind occurs, all personnel and participants have an adequate understanding of how to evacuate from Amwrelle Cleaning & Home Care Services’ premises safely. For further information, Amwrelle Cleaning & Home Care Services may refer to the Work Health and Safety Policy and Procedure.
Amwrelle Cleaning & Home Care Services will create, establish, and maintain evacuation and emergency plans. All emergency measures are organised and circulated, with equipped emergency alert methods in all relevant buildings. To ensure that all personnel have an adequate understanding of how to respond to potential fire and emergencies, Amwrelle Cleaning & Home Care Services will organise an external body to provide the training and knowledge.
[bookmark: _Toc119404368]Definitions
	Emergency
	A serious, unexpected, and often dangerous situation requiring immediate action.

	Evacuation
	The action of evacuating a person or a place.


[bookmark: _Toc119404369]Policy
It is the responsibility of Amwrelle Cleaning & Home Care Services to establish emergency plans and measures. Amwrelle Cleaning & Home Care Services adopts the Fire Safety and Emergency Policy and Procedure to ensure that in the event of an emergency, all related personnel have adequate understanding and training on the actions that are required to evacuate and manage the situation safely. All workers, participants and other related parties will all possess an understanding of Amwrelle Cleaning & Home Care Services’ emergency plans and measures. It is also a requirement of all workers to be competent and have a strong comprehension of Amwrelle Cleaning & Home Care Services’ emergency plans. Additional training for workers will be conducted to create awareness on protocols to assist in the minimisation of workplace incidents and accidents.
Amwrelle Cleaning & Home Care Services is committed to ensuring that all personnel receiving, utilising and entering Amwrelle Cleaning & Home Care Services and its facilities, are sufficiently protected from all forms of fire and emergency hazards. This involves covering 

all aspects of Amwrelle Cleaning & Home Care Services’ premises, facilities and organizational planning.
Personal care, counselling and support services provided to persons living in the community have a vital contribution to make in an individual’s safety and welfare. Amwrelle Cleaning & Home Care Services would help individuals by facilitating major emergency readiness to strengthen individual protection and responsiveness. It is the responsibility of Amwrelle Cleaning & Home Care Services to ensure the safety and well-being of all relevant parties including participants, workers, and volunteers. An essential aspect of ensuring safety is the protection of all potential fire and emergency risks. Amwrelle Cleaning & Home Care Services will comply with the relevant legislation and statutory provisions of fire safety.
[bookmark: _Toc119404370]Workers Responsibilities
· Assisting fully independent individuals in establishing their specific personal emergency service.
· Convey the emergency plan to appropriate participants such as involved parties, relatives and local service providers, and guarantee that all knowledge about the applicant, such as contact information of the person involved and next of kin, is current and readily available.
· When service provision is delayed, provide alternative options for individuals involved as a component of assistance preparation.
· Notify any relocations and facility terminations due to emergencies to the participants and their relatives where applicable.
When key aspects of the individual's Assistance System are updated, personal emergency measures should also be assessed and adjusted frequently
[bookmark: _Toc119404371]Procedure
The Fire Safety and Emergency Procedure outline the specifications that are required when managing all aspects of Fire Safety and Emergency. Amwrelle Cleaning & Home Care Services adopts and implements various protocols to ensure the safety and welfare of all participants, workers, volunteers, and other related personnel. Amwrelle Cleaning & Home Care Services will ensure that all personnel are aware of the measurements required to minimize the risk of incidents, fire safety and emergency.
[bookmark: _Toc119404372]Emergency Plan
The Emergency Plan will be created and implemented by Amwrelle Cleaning & Home Care Services’ Operations Manager. The established Emergency Plan must be clearly visible throughout Amwrelle Cleaning & Home Care Services’ facilities. The Emergency Plan will be 


easily accessible for all personnel and will remain in Amwrelle Cleaning & Home Care Services’ premises.
The Emergency Plan must include all aspects of ensuring the safety of potential hazards and emergencies. The first aspect that should be included in the plan is the form of response that is required in the event of severe weather, flooding, fires and any natural disaster. It must also inform readers of the response to all chemical incidents and how they can be managed safely. Secondly, the contact information of all personnel who possess a key role when managing emergencies and fires. These key personnel include first aid officers, fire emergency services and fire wardens. Local emergency services such as the police, ambulances, fire brigades, hospitals, emergency rooms and also prison centres should also be visibly displayed for all personnel. Next, definitions of systems for notifying individuals in the workplace to emergencies or potential emergencies, such as alarms or warnings (at the office of Amwrelle Cleaning & Home Care Services) and contacting impacted individuals or their guardians. A detailed diagram regarding medical aid locations, firefighting gear, emergency exits, evacuation procedures (along with measures to help each individual with affected sight, hearing, or functionality) and emergency assembly locations. Additional information regarding all established emergency procedures should be included, along with the expected time in which emergency drills will be performed.
[bookmark: _Toc119404373]Management of Emergencies
Amwrelle Cleaning & Home Care Services will establish and implement an Emergency Plan, as well as an Evacuation Plan. Both plans are created by the Operations Manager and will be conducted annually.
When both an Emergency Plan and an Evacuation Plan are created, there should be considerations that are put into place. One of them being that the Operations Manager should prepare for all aspects of potential emergencies and hazards. These may include, however, are not limited to fires, severe weather and storms, natural disasters and displacement and extended service disruption of Amwrelle Cleaning & Home Care Services. The Operations Manager must establish plans based on all scenarios, to ensure that actions are made for these situations. Where it is deemed appropriate, Amwrelle Cleaning & Home Care Services is committed to conducting a trial and practice for emergency plans and drills. 
[bookmark: _Toc119404374]Fire Safety
It is the responsibility of Amwrelle Cleaning & Home Care Services’ Owner/Director to ensure that all of the appropriate fire equipment is maintained and installed throughout the premises and utilised facilities. It is significantly important that all fire equipment remain easily and readily accessible to all personnel. Amwrelle Cleaning & Home Care Services must comply with the Australian Standards of fire safety.
Fire extinguishers are to be installed and carefully positioned throughout Amwrelle Cleaning & Home Care Services. A requirement for obtaining a fire extinguisher within Amwrelle 

Cleaning & Home Care Services is to ensure that it has been installed and is not placed near a heat source. Access to the fire extinguisher must have a clearance of 1 meter. Amwrelle Cleaning & Home Care Services must regularly maintain the fire extinguishers placed within its premises and ensure that replacements are actioned when necessary.
It is the responsibility of the CEO/Director or authorised personnel to ensure that all fire safety that Amwrelle Cleaning & Home Care Services possesses are installed according to the relevant Australian Standards. In training, workers will be competent in how to utilise fire equipment appropriately, correctly, and safely. They are expected to implement their training in the event an emergency was to occur. Extinguishers are to be frequently monitored, reviewed and tested. It is also important to ensure that all assigned emergency exits are made aware to all personnel and remain unlocked throughout the duration of the operation. The emergency exits must be free from all obstacles, unlocked and continuously lit.
If Amwrelle Cleaning & Home Care Services’ number of workers exceeds the amount of 30, then it is the responsibility of the Owner/Director to appoint a delegate. This delegate will obtain the position of a Fire Safety Advisor, attending an annual 3-year training program in Fire Safety. This training program will act as a refresher for all workers at Amwrelle Cleaning & Home Care Services. They will revisit all basic training and knowledge at the 3-year training program.
In the circumstances, a participant is receiving Amwrelle Cleaning & Home Care Services’ support and service via their own premises, it is the responsibility of the participant to ensure they possess fire safety knowledge and procedures of their own. If they do not have an understanding of fire safety, it is encouraged for workers to tutor them about the subject. This is to ensure that the participants have an understanding of what to do if a fire or emergency occurs and strive to maintain health, safety and well-being.
[bookmark: _Toc119404375]Extreme Fire Danger Day
Extreme fire danger days are commonly known by the term Code Red Fire. This kind of weather is severely dangerous and is ultimately the worst-known forecast condition for creating bushfires in Australia. Where Amwrelle Cleaning & Home Care Services is providing care and services to participants who are in locations that are considered rural, or those located in high bushfire risk areas, it may create severe risk and concern to all. It is important that additional care planning for these participants is done to create awareness of the necessary actions required in an emergency.
For those participants who may not be situated in a high-risk bushfire area, it is still essential to ensure that they are accessed and reviewed for fire safety. An assessment will be made on participant premises to recognise if it is exposed to any fire risks. The assessment will be founded on an established bushfire risk assessment. This assessment will take into account the surrounding environment, vegetation, and the distance between resources. The home assessment will be based on the knowledge of the town and environment and the advice received by local fire experts.

In the event a Code Red Fire Day has occurred, then all participants that are in the highly affected areas will be given instructions of evacuation.
[bookmark: _Toc119404376]Severe Weather
As mentioned above, the Emergency Plan should consider the potential risks of severe weather. Severe weather covers all aspects of extreme temperatures (hot and cold) and severe storms. As participants are the most vulnerable to severe weather and temperatures, identified plans must be created for workers who are delivering care and services.
Workers should be aware of the support requirements of managing participants in severe heat temperature and heat waves. Workers should identify participants who are at the most risk of being affected by the severe heat. This is to ensure that all workers who may be providing services to that particular participant are made aware of the considerations that should be met in the severe weather. Protocols should be established and displayed on the Emergency Plan and inform workers on the ways in which they are able to assist them in the affected time. Information relating to identifying symptoms and signs of dehydration should be included. It is also essential that the Emergency Plan entails the actions required if in the situation, a participant has become affected by the heat.
If the temperature exceeds 28 degrees Celsius while delivering care and services to participants, workers must take additional precautions. Workers should encourage participants to maintain their fluids and should encourage them to drink water frequently. If a participant is not in agreement with intaking frequent water, then they must be constantly encouraged. Where possible, workers should accompany participants to remain in a cool and air-conditioned facility for as long as possible. This is to ensure they are not exposed to heat for a large amount of time. Recommended facilities for assisting participants to remain indoors are locations such as shopping centres, community centres and libraries. On days that are over 28 degrees Celsius, it is highly recommended that participants to wear light coloured clothes and try to refrain from clothing that is black or equivalent. This is due to the sun absorbing darker colours while being exposed, creating additional heat. Loose-fitting clothes are also highly recommended on hot days. 
When a participant gets sun exposure, sun protection such as sunscreen, a hat and sunglasses are recommended to be worn throughout the duration of exposure. If a situation occurs that an excursion of any form was planned on a hot day, then Amwrelle Cleaning & Home Care Services should consider the risk of conducting the activity. This is to ensure that all participants are safe and are at no risk of heatstroke or illness caused by long exposure to the sun. It is significantly encouraged and recommended that the participants do not consume caffeine and alcohol, as they affect the hydration of an individual when intaking both substances. Another consideration that will be taken into account is to ensure that where applicable, all window coverings are utilised to block out both the sun and the heat. If there is no accessible form of air conditioning, then workers should utilise wet towels to maintain the coolness and body temperature of the participant. A foot bath is also recommended; however, 

workers must ensure that the temperature is cool, as this will lower the temperature a participant may be feeling from the hot day.
It is essential that not only the participants are being attended to in severe heat exposure, but also the workers themselves. Amwrelle Cleaning & Home Care Services is committed to ensuring and maintaining the safety, health and well-being of its workers. Workers will be encouraged to follow and comply with the same safety precautions of severe weather, as they do to participants.
[bookmark: _Toc119404377]Power Outage
There may be potential instances where the power of Amwrelle Cleaning & Home Care Services has failed. There could be various reasons for this, including severe weather, fire, or damage to the power connection. Amwrelle Cleaning & Home Care Services should consider the situation of a power outage and ensure it is established on the Emergency Plan. Electrical failures may be sudden and widespread. Therefore Amwrelle Cleaning & Home Care Services will implement certain methods to sustain continuous services where applicable. A strategy for this is to ensure adequate access to various objects that will assist if a power shortage were to occur. Maintaining frequent access to a charged mobile phone is an important aspect of assisting with a power failure. This will enable absent personnel to be contacted and notified of the situation. It is recommended that a battery-controlled object such as a torch is also a good source of light. Amwrelle Cleaning & Home Care Services must ensure at all times that easily accessible drinking water obtains three days' capacity. Additional information should be placed onto the Emergency Plan; these are solutions regarding conserving medical and food supplies (e.g. access to other food preparation methods, including individuals that require certain nutritional foods, guaranteeing food safety, being able to have access to medicines which may be affected due to power outages and sufficient stockpiled non-perishable goods).
[bookmark: _Toc119404378]Knowledge and Preparation
Amwrelle Cleaning & Home Care Services acknowledges the importance of ensuring all related personnel are competent in fire safety and emergency measures. It is the responsibility of Amwrelle Cleaning & Home Care Services’ management to ensure that an established and implemented protocol of knowledge and preparation is practised and maintained. It is important that a current fire risk audit of fewer than 5 years is maintained and displayed. A Fire Safety Handbook should be attached or easily accessible for all personnel. Implementing knowledge and preparation will encompass aspects of vital things that should be considered when developing the plan. The first aspect is to include an established and utilised Emergency Plan. Fire Safety Procedures and Systems should be recognised and identified, as well as currently situated first aid kits in Amwrelle Cleaning & Home Care Services. It is essential that a contact list is created and should include the contact details of participants, workers, emergency services and the next of kin of all personnel. Identified evacuation training and programs should be displayed, and a list of authorised workers who are able to conduct these training sessions.
[bookmark: _Toc119404379]
Investigation of Vital Amwrelle Cleaning & Home Care Services’ Areas
As the sole basis of establishing various emergency plans and protocols to ensure the safety of participants and workers, it is also important to consider the knowledge, readiness and preparation of Amwrelle Cleaning & Home Care Services. By establishing the emergency readiness of Amwrelle Cleaning & Home Care Services, it is also focused on improving operational flexibility by recognising critical business areas needed to maintain delivering essential services in emergency circumstances. Various risk assessments will be conducted on Amwrelle Cleaning & Home Care Services. A Business Continuity Plan will be specifically created for Amwrelle Cleaning & Home Care Services and will assist in the completion of the Emergency Plan.
Amwrelle Cleaning & Home Care Services’ critical areas of operation should be identified and regularly reviewed by authorised personnel. The first aspect that should be included in the analysis is the recognised area of improvement. It should have a detailed description of the attributes of Amwrelle Cleaning & Home Care Services’ operation that would impact if that became unavailable. This may be certain personnel, documents and forms, policy and procedures, implemented systems, or even sub-brokered contractors or suppliers. If for any reason, one of the attributes becomes absent, then a plan should be made around if that situation were to occur. It should have a detailed outline of the possible impact it would have on Amwrelle Cleaning & Home Care Services and the stability of its operations. Once both of these factors have been established and acknowledged, a protection strategy should be implemented. A list describing the current prevention strategies of these situations that Amwrelle Cleaning & Home Care Services has in place should be made.
[bookmark: _Toc119404380]Ensuring Participants are Prepared and Understand Protocols
If an unfortunate event was to impact Amwrelle Cleaning & Home Care Services as a result of a fire, emergency or disaster, then all must be prepared to relocate, temporarily cease services or change/alter services or location. It is essential that Amwrelle Cleaning & Home Care Services is actively establishing protocols to ensure participants can continuously receive care and services under these circumstances. It is important to ensure that all participants are clearly communicated to when a situation occurs and create awareness of alternative facilities if Amwrelle Cleaning & Home Care Services were to become affected.
Individuals receiving assistance from their personal residence must be guided to create genuine emergency measures which cover various aspects of emergencies and individual requirements. For resources provided to an individual at their residence (either leased or purchased by that of the individual), Amwrelle Cleaning & Home Care Services requires them to be responsible for their own fire protection and to guarantee that the house complies with all necessary construction codes, rules and legislation.


Amwrelle Cleaning & Home Care Services is committed to encouraging participants who are receiving care and services in their own homes to establish a Personal Emergency Plan or, in the least, a set-out guide on which actions to take. Workers will assist in the planning process with participants and their chosen personnel. Their Personal Emergency Plan will cover all aspects of possible emergencies and will establish specific protocols in case any situation was to occur. Both participants and workers need to consider all the possible characteristics of fire and emergency safety. The first consideration should be the care and health requirements of a participant. The specific available and required transportation of the participant should also be listed. The location and surrounding suburbs, environment, resources and vegetation should be identified, as all aspects should be considered. The last consideration that should be taken into account when creating a Personal Emergency Plan is to clearly display the contact details of all relevant emergency services and resources.
[bookmark: _Toc119404381]Emergency Evacuation Plans
Amwrelle Cleaning & Home Care Services will display printed versions of their established Emergency and Evacuation Plan on internal walls within premises. All related information is to be easily accessible to all workers and participants. All emergency exit and procedures are to be also displayed, and exit signs are to be constantly illuminated.
Amwrelle Cleaning & Home Care Services will conduct fire safety and emergency training programs for all personnel annually. During these training programs, all established and implemented emergency and evacuation protocols and procedures will be the principal component. All aspects of fire safety and emergency must be covered in the duration of Amwrelle Cleaning & Home Care Services’ training programs. Amwrelle Cleaning & Home Care Services will utilise different scenarios of emergency, that will be relevant to different drills that are conducted. As fire safety and emergency is an incredibly significant topic that needs to be made aware to all personnel, Amwrelle Cleaning & Home Care Services will possess an attendance record. This attendance record will be utilised to record all individuals who have attended and to identify those who were absent. Amwrelle Cleaning & Home Care Services recognises fire and emergency safety as an important training program that cannot be missed. If a worker has been unable to attend many of the training programs, then additional lessons will be supplied. The attendance record will be maintained and stored in Amwrelle Cleaning & Home Care Services documentation and record systems.
Amwrelle Cleaning & Home Care Services’ Owner/CEO/Director will appoint authorised personnel to develop and frequently review Emergency Evacuation Plans. These plans will include the established emergency exit, location and evacuation areas. Amwrelle Cleaning & Home Care Services encourages feedback from any personnel who may bring positive concepts into current emergency and evacuation procedures. If there are any amendments made to Amwrelle Cleaning & Home Care Services’ current Emergency Evacuation Plan, all personnel will need to be made aware, and ensure the required measurements are taken.
[bookmark: _Toc119404382]
Receiving Severe Emergency Information
There may be a possibility that Amwrelle Cleaning & Home Care Services, unfortunately, experiences an emergency of some type. It is important to collect accurate and sufficient information on the current conditions of the emergency. Amwrelle Cleaning & Home Care Services should utilise entrusting sources such as television, radio, weather forecast sites and channels. Amwrelle Cleaning & Home Care Services should refer to their state emergency apps for quick and effective updates.
Authorised personnel of Amwrelle Cleaning & Home Care Services must contact emergency services to attend to participants who are considered more vulnerable.
[bookmark: _Toc119404383]Supporting Documents
Documents relevant to this policy and procedure include:
· Incident Management Policy and Procedure
· Work Health and Safety Policy and Procedure
[bookmark: _Toc119404384]Policy Review
Amwrelle Cleaning & Home Care Services change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families, carers and workers annually.
All service planning, delivery and evaluation activities will include workers, participants and other stakeholders and their feedback.


image1.png
2

AMWRELLE





