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1 Purpose statement 

The purpose of this document is to provide guidance 

on the requirements when conducting evacuation 

exercises during a pandemic. In conjunction with 

additional safety and hygiene measures, exercises 

need to be delivered in accordance with AS 3745 

(Planning for Emergencies in Facilities), AS 4083 

(Planning for Emergencies - Health Care Facilities), Safe 

Work Australia (Managing the Work Environment and 

Facilities Code of Practice). 

2 Audience 

This Information Bulletin is intended for: 

(i) FPA Australia members 

(ii) Persons Conducting a Business or Undertaking 
(PCBU’s) which includes landlords, property 
managers, tenants, facility occupants.  

(iii) Emergency Planning Consultants. 

(iv) Any persons who have the responsibility to 
facilitate an annual site-specific evacuation 
exercise with the objective to determine the 
effectiveness of the emergency response 
procedures in accordance with AS 3745 and AS 
4083 during a pandemic. 

3 Background 

Australian Standards stipulate regular emergency 

evacuation exercises.  The ability to deliver safe, 

compliant emergency evacuation exercises during a 

pandemic presents additional challenges and therefore 

calls for additional resources and support. 

The elements of conducting an evacuation exercise 

remain principally the same, however additional safety 

procedures are required to ensure personnel are not 

exposed to unnecessary risk of infection whilst 

involved in the exercise.  Failure to comply with the 

additional guidelines may result in the unintended 

outbreak or spread of the pandemic due to unsafe 

emergency evacuation exercise facilitation. 

This document focuses on conducting an annual 

emergency evacuation exercise in accordance with AS 

3745 & AS 4083 whilst applying additional safety and 

hygiene requirements of operating in a pandemic.  

4 Emergency Evacuation Exercises 

4.1 Emergency Evacuation Exercises in 
accordance with AS 3745 & AS 
4083 

Emergency evacuation exercises shall address different 

levels of evacuation to capture the different types of 

emergencies (AS 3745, Clause 4.2.6.3). 

Site-specific emergency evacuation exercises shall be 

developed by the Emergency Planning Committee 

(EPC) in collaboration with facility PCBU’s and 

specialised emergency planning consultant to 

determine the effectiveness of emergency response 

procedures, Emergency Control Organisation (ECO) 

actions and occupants’ response, both when first 

developed and on an ongoing basis (AS 3745, clause 

7.1). 

Increased safety and hygiene considerations must be 

dovetailed into the emergency evacuation exercise 

ensuring that compliance requirements are met 

despite the additional limitations and considerations.  

4.2 Additional requirements for 
Queensland 

While the model WHS legislation is adopted in 

Queensland, there are also additional requirements for 

fire and evacuation plans under the Building Fire Safety 

Regulation 2008 (BSFR). 

The BFSR includes specific requirements relating to: 

• Form, content and accessibility of the plan. 

• Responsibilities of occupiers, managing 

entities and secondary occupiers. 

• Fire safety management procedures where 

they are part of an alternative solution. 

• Relevant building approval documents that 

must be kept with the plan. 

• How the plan must be updated and reviewed. 
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4.3 Pandemic safety and hygiene 
considerations 

The objective of testing emergency response 

procedures to evacuate a facility safely and 

successfully, is to ensure all occupants in the current 

environment have the necessary available resources to 

achieve this.  

As a result of businesses encouraging employees to 

work remotely or from home, many facilities are 

operating with diminished occupancies, impacting the 

capability and capacity of the ECO to effectively and 

safely evacuate the facility in an emergency.  These 

limitations must be considered when planning an 

evacuation exercise and should not be a reason for not 

conducting an exercise, but rather stimulate 

recognition that the organisation’s readiness and 

preparedness needs to be continually assessed.    

Arrangements and changes made within the facility for 

the purpose of preventing infection during an exercise, 

such as queuing systems, barriers and screens, door 

opening devices or actions and other modifications, 

must be considered in a way to not interfere with the 

engineered operations of facility fire safety systems 

including warning systems, fire detectors, smoke 

screens and sprinklers.   

4.4 Evacuation Preparation  

Before conducting an evacuation exercise an 

assessment should be completed by the EPC 

considering the following:   

• An appropriate room or area to conduct the 

briefing accounting for social distancing, must 

be identified and communicated prior to 

conducing the evacuation exercise.  Be 

cognizant that this may not be within a room 

or area; a location outside (weather 

dependant) may be the most viable and safest 

option.   

•  Maintaining social distancing whilst 

conducting the evacuation exercise is an 

important consideration during any type of 

training or facilitation.  Whilst social distancing 

should be encouraged during an actual 

evacuation, the need to quickly and safely 

escape the facility during a real emergency 

outweighs the risks associated with preventing 

infection.  

• Ensure alcohol-based hand sanitizer is 

available at all terminal exits as well as at stair 

well entry and exit points.   

Note: Occupants are still required to hold the 

handrail to ensure safe passageway.  Most 

WHS requirements recommend 3 points of 

touch during ascent and descent of stairs. 

• Provide anti-bacterial wipes for the cleaning of 

door handles, handrails, megaphones, 

portable radios and other surfaces or 

equipment that will be touched or utilised.   

These areas and equipment need to be 

thoroughly cleaned both before, during and 

after the exercise. 

• Consider in addition to sanitisation or as an 

alternative, the stationing of a person at each 

door to assist with holding doors open for staff 

to evacuate. Whilst this may not be practical in 

high rise facilities due to the number of doors 

needing to be opened, it is strongly 

recommended that fire doors are not propped 

open as they are an important component of 

the facility’s fire safety features.  

• Ensure that egress paths are checked prior to 

the evacuation confirming an unhindered path 

for occupants whilst evacuating the facility.  

• Within the considerations of the current 

restrictions in your region relative to social 

distancing, ensure confirmation prior to the 

evacuation exercise that the Assembly Area/s 

have sufficient space to accommodate the 

required number of people.  

• Upon completion of the evacuation exercise, 

ensure the return of occupants to the facility is 

appropriately managed. Consider dividing the 

people at the Assembly Area into smaller 

groups based on their end destination within 
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the facility. This may be necessary to 

accommodate social distancing in entrances, 

passageways, lift lobbies and stairwells. 

• Consider one-way traffic through entry and 

exit points, to prevent cross over and 

decreased social distancing.  Queueing within 

these areas needs to ensure social distancing; 

floor markings, screens and barriers may assist 

in guiding facility occupants.  

• Ensure that if the fire panel is to be used, it is 

appropriately cleaned and sanitised prior and 

post evacuation facilitation.  The same is 

necessary for Warden Intercommunication 

Points (WIP) and other means of 

communication equipment. 

• Consider minimising the number of attendees 

at the Emergency Control Point (ECP) or Fire 

Control Room, always accounting for the 

wearing of face masks and social distancing 

requirements.   Communication equipment 

will need to be sanitised prior to use, including, 

but not limited to Fire Indicator Panel (FIP), 

Emergency Warning and Intercommunication 

System (EWIS), Public Address (PA), 

Communication Systems, Portable Radios, 

White Boards and writing utensils.  Ensure 

accessed egress routes are recorded so these 

areas can be thoroughly cleaned and sanitised 

before, during and after the evacuation 

exercise (where possible).   

• Ensure ECO identification apparel (caps, hats, 

vests, tabards) are laundered prior to the 

evacuation exercise and upon completion.  

• In hospitals, residential aged care and medical 

health care facilities, additional precautions 

must be considered to ensure occupants and 

staff are not put at risk of infection.  The 

number of trainers, contractors, visitors and 

observers should be kept to an absolute 

minimum. Evidence of required vaccinations 

(influenza, COVID etc), health declarations and 

temperature checks may be required. 

Note:  In the residential aged care industry, it 

is custom and practice to facilitate staff ‘role-

play’ or ‘mock’ evacuation exercises due to the 

high number of occupants (residents) with 

diminished cognitive function and mobility 

restrictions. Staff are required to role-play 

residents and duty staff. The evacuation 

exercise normally consists of the evacuation of 

‘resident’ role-players from the fire 

compartment of the ‘emergency’ to another 

fire compartment. Rarely, if ever, are the 

residents required to be evacuated to an 

external Assembly Area as part of training or 

evacuation exercise facilitation.  

4.5 ECO Considerations  

• Consider whether the changed working model 

can support evacuation exercise facilitation 

with a reduced number of ECO members or do 

additional members need to be recruited and 

trained. 

• Ensure that a sufficient number of ECO 

members are present to conduct the 

evacuation exercise safely. 

• Confirm that ECO members are confident, 

appropriately trained and are prepared to be 

involved in the facilitation of an evacuation 

exercise. 

• Ensure that a trained Chief Warden and/or 

Deputy Chief Warden is available. 

• ECO members need to be readily identifiable 

through the availability of hats, caps, vests or 

tabards. Refer AS 3745 its not all of these 

• Review Personal Emergency Evacuation Plans 

(PEEP) to confirm plans are relevant and can be 

supported with a diminished workforce; 

specified or ‘paired’ buddies may be located 

within a different part of the facility or may not 

be on site if working remotely.  

• In the event that an evacuation exercise 

cannot be appropriately supported due to an 
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insufficient number of ECO members, an 

alternative option is to conduct the exercise as 

an ‘out of normal operating hours’ evacuation 

i.e. occupants evacuate immediately without 

any Warden investigation or ‘sweeps’ and 

possibly no Chief Warden attendance at the 

ECP.                                        

Note: Although this tests the afterhours 

procedure it does not test nor provide training 

benefits to any ECO members that may be on 

site.  

4.6 Personal Protective Equipment 
(PPE) 

• Confirm the availability of appropriate and 

adequate PPE and sanitisation for all ECO 

members to ensure they are not put at risk and 

can conduct their role safely. 

• Confirm that ECO members are confident in 

the correct and safe application of sanitisation, 

donning of gloves and wearing of face masks, 

and are prepared to be involved in the 

facilitation of an evacuation exercise.  

• Ensure the wearing of disposable nitrile gloves 

by ECO members to provide protection from 

possible infection when opening and closing 

doors and moving down stairwells. 

• In addition to strategically placed alcohol-

based hand sanitiser, ECO members should be 

in possession of alcohol-based hand sanitiser 

and nitrile gloves to supply facility occupants as 

required throughout the evacuation exercise.    

• The wearing of face masks may from time to 

time be deemed necessary dependent on the 

pandemic status of the region, however it is 

advised they are to be worn by all ECO 

members during emergency evacuation 

training and facilitation in a pandemic.  

 

 

4.7 Emergency Plan 

The Emergency Response Procedures contained in the 

site-specific Emergency Plan must be reviewed 

regularly.  Relevance and correctness of the plan must 

be reviewed before and after evacuation exercise 

facilitation and actual emergencies.  

The Emergency Planning Committee (EPC) should 

review the Emergency Plan after each evacuation 

exercise debrief or actual emergency to ensure the 

plan is current, relevant and appropriate to the site. 

5 Recommendations 

FPA Australia recommends that emergency evacuation 

exercise facilitation in accordance with AS 3745 

continues throughout a pandemic when safe to do so.  

The reality is emergencies requiring evacuation and/or 

ECO response could occur at any time during a 

pandemic, irrespective of the number of ECO members 

available or the level of occupancy within a facility. 

6 References 

• Australian Standards AS 3745 Planning for 
Emergencies in Facilities. 

• Australian Standard AS 4083 Planning for 
Emergencies – Health Care Facilities. 

• Safe Work Australia, Code of Practice, 
Managing the Work Environment and 
Facilities. 

• Fire Protection Association Australia Technical 
Advisory Committee (TAC17). 
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Disclaimer 

The opinions expressed in this correspondence reflect 
those of FPA Australia however are subject to change 
based on receipt of further information regarding the 
subject matter. You should interpret the technical opinion 
or information provided carefully and consider the context 
of how this opinion / information will be used in 
conjunction with the requirements of regulation (state 
and/or federal); relevant standards, codes or 
specifications; certification; accreditation; manufacturer’s 
documentation and advice; and any other relevant 
requirements, instructions or guidelines. FPA Australia 
does not accept any responsibility or liability for the 
accuracy of the opinion / information provided, nor do 
they accept either directly or indirectly any liabilities, 
losses and damages arising from the use and application 
of this opinion / information. 
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