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EMERGENCY EVACUATION PLAN  
 

 

Onsite Emergency Evacuation Procedure – External Groups 

The Centre will be evacuated if it is unsafe for anyone to remain inside the building (e.g., in the 

event of a fire or gas leak). 

An individual building may be evacuated, or all buildings evacuated. 

Steps: 

• The responsible person on site who becomes aware of the emergency will evacuate all 

people (remember to check the toilets). 

• Call 000 and inform emergency services of the nature and location of the emergency 

(e.g., “There is smoke in the building at Foundation Learning Centre”). 
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• Direct everyone to the Evacuation Point and account for all persons in your group on 

site. 

• Once safely at the evacuation point and all persons are accounted for, the responsible 

person must contact one of the following people to advise and await further instructions:  

1. Community Education & Engagement Manager – Donna Dowler – 0412 099 

462 

2. General Manager – Tina Bampton – 0409 033 500 

3. CEO – Sarah Lynch – 0419 591 840 

• Note: Lifts must not be used during an evacuation unless required for people with 

disabilities. 

• Do not re-enter the building until emergency services have given the all-clear. 

 

Onsite Emergency Lockdown Procedure – External Groups 

The Centre will go into lockdown if it is unsafe for anyone to exit the building (e.g., a dangerous 

person outside). 

An individual building may go into lockdown, or all buildings may be evacuated. 

Lockdown Steps: 

• Lockdown is triggered by the responsible person on site who becomes aware of a 

dangerous situation external to the building. 

• Without putting themselves in danger, the responsible person should:  

o Lock all external doors if possible. 

o Stay where they are and lock themselves in the room they are in. 

o Stay away from all external doors and windows. 

• Call 000 and inform emergency services of the nature and location of the emergency 

(e.g., “There is a person outside Foundation Learning Centre intoxicated and screaming at 

people”). 

• Contact one of the following for further instructions:  

1. Community Education & Engagement Manager – Donna Dowler – 0412 099 

462 

2. General Manager – Tina Bampton – 0409 033 500 

3. CEO – Sarah Lynch – 0419 591 840 
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