
 

5.1 PROCEDURE FLOW CHART Casual & Regular Bookings  

 

Please Note 

RETURN TO THE BUILDING ONLY WHEN IT IS SAFE TO DO SO 

Group Organiser/Leader 
Advises over P/A & awaits 

Fire Service If fire can be Extinguished safely 

Staff should do so 

If Fire cannot be extinguished 

Group Organiser/Leader 
is informed 

If fire is Extinguished  

Group Organiser/Leader 
awaits Fire Service 

If Fire Alarm is Activated 

Fire Service is to be Called  

Dial 000 

 Group Organiser/Leader  
Move to appointed locations 

 

Helpers 
Move to appointed locations 

 

Group Organiser/Leader 
Informs all zones of building 

 

Group Organiser/Leader 
Contacts all Helpers 

Total Building evacuation to be carried 
out 

 Helpers 
(as appointed by Group 

Organiser/Leader) 
To Search all Areas 

If no fire is found If fire is found 
Helpers informs 

Group Organiser/Leader 
 


