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Queensland Fire and Emergency Services

Advisory Notes for
Fire Safety Management Tool for Owner/Occupiers

Instructions For Use

Ifyou are the owner of, or a business or person that s oceupying a building in Queensland, you have a legal obligation to ensure the safety
of any person in that building in the event of a fire or hazardous material emergency.

These Advisory Nates are to be used in conjunction with the ‘Fire Safety Management Tool for Owner/Occupiers' and are guides only,
Neither document indicates compliance with all requirements of the Fire and mEmeaQ Services Act 1990 and the Building Fire Safety
Regulation 2008.

Text which appears in italics indicates that a definiticn is available in the relevant Act or Regulation. Full details of the legislation and
document templates can be accessed through the QFES website at wwiv.gfes.old.gov.au/buildingsafety. QR codes have been used
within the document to assist In locating relevant information on the QFES website. For users Bﬂ the electronic version of this document,
hyperlinks to the relevant documents.have been created.

For further information you can contact the QFES Community Safety OEnm in your region, (a link to the contact listis on page 19 of these
notes).

Building Code of Australia Classification of Buildings and Structures

Below is a classification summary of buildings and structures as defined in the Building Code of Australia for reference in
later sections of this document:

One or more buildings which constitute -

a single dwelling being a detached house or one oy more attached dwellings, Including &
Class 1a : "
Class 1 row house, termace house, town house or villa unit,
Class 1b a boarding/guest house or hostel not exceeding 300m? in which not mere than 12 people reside,

which is not located above or below ancther dwelling or another Class of building other than a private garage.

Class 2 A building contalning 2 or more sole accupancy units each being a separate dwelling.

A resident building, otherthan a Class 1 or 2, which is a commeon place of long term or transient living for a number of

Class 3 unrelated persans {e.g. boarding house, hostel, backpackers, hote!, residential part of school etc.).

Class 4 A dwelling in a bui

ing that is Class 5, 6, 7, 8 or 9 if it is the only dwelling {n the building.

Class 5 An office bullding used for professional or cammercial purposes, excluding buildings of Class 6, 7, 8 or 9,
A shop or other building for the sale of goods by retail or the supply of services direct te the public {e.g. café, restauzant,
Class 6 : ; ; ! y
brar, kiosk, hair dresser's shap, showroom, service station).
Class7a A building which is a car park
Class 7
Class 7b A building for storage, ar display of goods or produce for sale by wholesale.
¢l A laberatory, or a building in which a handicraft or process for the production, assembling, altering, repairing, packing,
ass 8 R N . .
finishing, or cteaning of gaods or produce is carried on for trade, szle or gain.
A building of a public nature -
Class 9a
Class 9 Class 9b an assemmbly building, including workshap, laboratory orthe like, in a primary or sacondary school, but
excluding any other parts of the huitding that are of another class.
Class 9¢ an aged care building.
A non habitable building or structure -
Class 10 Class 10a a private garage, carpert, shed or the like.
Class 10b a structure being a fence, mast, antenna, retaining or free standing wall, swimming pool arthe lTke.

— Class 1a and Class 10 buildings are not subject to the requirements of the Building Fire Safety Reguiation 2008.

See the link below for an explanation of terrace house, row houses etc.

Queensiand
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Means of Escape

Evacuation Routes - All Buildings

1.  Are evacuation routes clear of obstructions?

+ The owner/occupier must ensure that no thing impedes or obstructs travel on the evacuation route.

* Theregulation defines a thing that may impede or obstruct travel as a vehicle, an animal, fixtures or fittings,
goods or materials. It may also include people.

* An evacuation rotife is the path a person would take to exit the building. It is usually marked with exit signage.
An evacuation route includes the space above the path of travel. An evacuation route must be indicated on the
evacuation diagram (refer to ftems 9 and 44 for further details regarding evacuation diagrams),

*  Evgcuation routes must be a minimum of one metre wide.

s A final exif must lead directly to a road ot open space and where people are safe from the effects of a fire or
hazardous materials emergency in the building.

* Evacuation routes start in common areas, not inside units, meefing rooms or individual offices. A common area is
a passageway, stairway, corridor or matt,

This item relates to Section 8 of the Building Fire Safety Regulation 2008.

2. Arefinal exits clear of obstructions for two metres?

»  The ewher/occupier must ensure a clear evacuation reute for two metres outside the final exit of the building G.e.
that no thing impedes or obstructs travel for two metres outside the final exit).

* A final exit door is the last exit door from the building.

* A final exit door must lead directly to a place of safety outside the building or cpen space and where people are
safe from the effects of fire or hazardous materials emergency in the building.

+ The regulation defines a thing that may impede or obstruct travel as a vehicle, an animal, fixtures or fittings,
goods or materials. [t may also include people.

This item relates to Section 8 of the Building Fire Safety Regulation 2008.

3.  Arethe final exits of any adjoining properties clear?

* The occupier of one building must not block the finaf exit from a neighbouring building or tenancy.

¢ The owner/occipier must ensure that the final exits of the adjoining property are clear (i.e. that ne thing impedes
or chstructs travel for two metres outside the final exif).

* A final exit dogr is the 1ast exit deor from the neighbouring building or tenancy and leads to a place of safety
without any further impediments such as locked gates.

* The regulatien defines a thing that may impede or obstruct travel as a vehicle, an animal, fixtures or fittings,
goods or materials. It may alsc include people. (An example of a thing obstructing travel would be placing a
rubbish skip within two metres of a neighbouring tenant’s final exit).

This item relates to Section 9 of the Building Fire Safety Regulation 2008.

4,  Isthe door hardware the correct type?

* Exit doars are doors that are in the evacuation route or are doors at the final exit of the building.

Exit doors must be opened by a single handed downward or pushing action on a single device.

Lever type handles or panic bars are the only acceptable door hardware for exit doors.

Barrel bolts are not illegal providing they are locked in the open position when the building is occupied.

Knob type handles are not acceptable door hardware for exit doars.

Automatic opening doors that open on activation of the five detection system are acceptable, providing if they fail

they can be manually opened with a force of 110 Newtons (the force required to lift 11 kilograms) or less.

¢ Sliding doars, if approved, are acceptable. Queensland Fire and Emergency Services (QFES) recommend that an
arrow showing the direction of slide and signage indicating slide to open he attached to the door.

This item relates to Secticns 10 and 11 of the Building Fire Safety Regulation 2008.

LI N I

5. Arethe doors along the evacuation route unlocked/unobstructed?
* The owner/occipier must ensure doors on evacuation routes are not locked if people are known to be in the
butiding.
= Doors on evacuation roufes must be able to be opened by a single handed downward or pushing action on a
single device. Knob type handles are not acceptable door hardware for these doors.

QFES Advisary Notes {Effective: 05/2021}
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» The door hardware of buildings used as detention centres, mental health facilities, child care centres (including 10. Are the evacuation signs/diagrams securely fastened and orientated for the building?
Prep and After-School Care where full-time adults are present) and secure parts of banks, are required to comply = Fvgcuation signs/diagrams must be displayed in a conspicucus pesiticn, securely attached to a wall or the
with the Building Code of Australia, Part D2.21. ) ] . . internal side of a door and orientated in line with the building layout. Sticky tape, blue tac er velcro is not securely

* Where special door locking arrangements are in place the method of operation and the information provided to fastened, however screws or sufficient double sided tape providing sufficient strength is acceptable,
stafffoccupants is required to be retained in the evacuation coordination procedures, which must be kept with the « Evacuntion signs/diagrams must be appropriately located on each evacuation route of the building.
fire and evacuation plan. (For more infermatien regarding fire and evacuation plans refer to item 44), * ‘Orientated’ means the diagram must be understandable to a person reading the sign and the instructions must

This item relates to Sections 10, 11 and 12 of the Buliding Fire Safety Regulation 2008. be accurate and correspond to the building layout.

*  (Class 2 buildings with direct exits to a road or open space that do not have commen areas (l.e. certidors,
stairways or hallways} must have the evacuation signs/diagrams displayed in line with the requirements for
accommodation units. {This includes ownerfoccupied units and residencies with long term tenancies or registered
tenancy agreements). For more information regarding accommodation units refer to item 11.

Are the fire/smoke doors unobstructed and undamaged? *  Some Class 2 and Class 3 buildings may require both types of signs.

* The owner/occupier must ensure that fire/smoke doors are not abstructed nor damaged, * See ltem 58 for explaration on instruction to residents and visitors to the building.

. Mﬂmromwm:h”maoca are not to be “chocked” or held open. Fire doors must automatically close and fully latch after This item relates to Sections 18, 29 and 30 of the Building Fire Sofety Regulation 20608

* An exception to this Is when the door Is held open by a device connected to the buildings fire alarm system that
allows the door to close an activation of a fire alarm.

Links fo retevant information sheets or templates:
*  www.gfes.qld.gov.au/buildingsafety/documents/QFES_EvacSign_Adlandscape.doc

This item relates to Section 13 of the Building i _ﬂ.m Safety Regulation 2008. See the Queensland Development
Code MP 6.1 at www. hpw, ildi i
uesnslandDevelo Em:”nonm%mmlm_ﬁcmm:m_mnaUm<m503m:ﬂmoamﬁcﬁms.ﬁ_um_‘...m aspx for further details regarding

Evacuation Signs - Accommodation Units

maintenance requirements. 11, Are accommodation unit evacuation signs securely fastened and orientated for the building?
* Accommodution unit evacuation signs must be displayed in accommodation units, (Residential units, other than

Can current maintenance records for fire doors / solid core doors be produced upon request? those mentioned in item 10, that are owner occupied or have a tenancy agreement/lease in place and registered
¢ Alog book is required te record current inspections. with the Residentizl Tenancy Authority are exempt from this requirement).
* Fire doors in Class 5, 6, 9a and 9¢ buildings must be inspected at 6 monthly intervals. * Types of accommodation units required to have these evacuation signs include:

¢ AdClass 5 building is defined as an office; Class 6 buildings include shops, hotels, service stations; Class 9a + Anapartment used by holiday makers.

buildings are health care buildings and Class 9c are aged care buildings. + Asarviced apartment.

+ Fire deors in all other buildings must be inspected annually. + Aroom in a guest house, hotel, motel.

» Some Class 2 and Class 3 buildings will be required to have both accommodation and general evacuation signs.

Are the fire/smoke walls free from unprotected penetration? + These signs must be securely attached to a wall in a conspicuous position or on the inside of the frent door and
* The owner/occupier must ensure that fire/smoke walls are free from unprotected penetration. orientated to the building, The sigh must be securely attached without compromising the integrity of any fire
+ If, for example, tradespersons or other persans have to penetrate fire or smoke walls to fit equipment, air doors or walls. ‘Orientated® means the diagram must be understandable to a paerson reading the sign and the
con ning ducts etc. or run cabling, the person as well as the occupier must ensure these penetrations are instructions must be accurate and carrespond to the building layout.

filled with the appropriate fire rated compound, orin the case of smoke walls, sealed,

+ Building plans should indicate whether walls are fire or smoke walls. This item relates to Sections 47 and 48 of the Building Fire Sefety Regulation 2008.

This item relates to Section 13 of the Building Fire Safety Regulation 2008. 12. Do the evacuation signs contain the required information for the accommedation units?

Links to relevant information sheets or templates:

*  Accommodation unit evacuation signs in accommadation units must show the following infermation:
+ Each evacuation route from the unit to a place of safefy outside the buitding.
+ The location of fire fighting equipment such as fire extinguishers and fire hose reels in the vicinity of the unit.
+ The location of manually operated fire alarms (break glass alarms).
+ The procedure for evacuating the building.

This item relates to Sections 47 and 48 of the Building Fire Safety Regulation 2008.

» wwwe.gles.gld. sov.au/buildingsafety/documents/QFES-BFS-infoSheet-FireDoors.pdf

De the evacuation signs/diagrams contain the required information?

« Every building with a total floor area greater than 300 sgm must have evacuation signs/
diagrams (except Class 1a and Class 10 buildings).

* An evacuation sign comprises evacuation procedures and an evacuation diagram.

» An evacuation procedure outlines the process to follow in the event of a fire or hazardous
materidls emergency.

* An evacuation diagram must show the following details (fire sofety reference points):
¢ The place that commesponds to the place in the building where the diagram is displayed (e.g. *You are here’

sighage).

The route from (you are here) to the nearest exit.

Each exit of the building.

Any intercommunication devices in the commor areas (e.g. Warden Intercommunication Points).

The locations of manuatly operated fire alarms (e.g. break glass alarms).

The lecation of any fire fighting equipment in the building e.g. fire extinguishers and hose reels.

The designated assembly areg outside the building.

The route from each exit to the assembly area,

Links te relevant information sheets or templates:
i FES EvacSignAccomUnit A4Pettrait.doc

LI IR R B B R ]

This item ralates to Sections 18, 29 and 30 of the Building Fire Safety Regulation 2008,
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Occupancy Limits for Buildings

igations for:All Buildings

13. Have steps been taken to ensure the building is not overcrowded?

» The gecupier of a building must ensure that the number of persons in the building at any one time does not exceed
the maximum number that may be accommodated under the Building Code of Australia, Clause D1.6 and Clause
D1.13.

¢ Exempt from the latter of these requirements are budget accommodation buitdings and buildings used far
residential services which must ensure that sccupancy numbers do not exceed the maximums set out by
Building Act 1975 in conjunction with the Queensland Development Code, Mandatory Part (MP} 2.1 and the
Queensland Development Code, MP 5.7, respeactively.

¢ Clause D1.6 of the Building Code of Australia outlines the required dimensions of exits and paths of travel to exits
while Clause D1.13 outlines the methad of calculating the number of persons which can be accommodated in a
storey, room or mezzanine with consideration of the purpose for which it is used and layout of the floor area.

* C(lause 01.13 of the Building Code of Australia refers to the amount of space a person requires in different types of
buildings.

¢ A building certifier may give advice on the number of persens allowed by these Clauses.

* Acopyofthe Building Code of Australia can be obtained at: www.abch.gov.au

This item relates to Secticns 14, 15 and16 of the Building Fire Safety Regulation 2008.

14, I an Occupancy Notice has been issued by the Commissioner, is the building compliant?

*  Qccupancy Notices are issued by the Commissioner of QFES to occupiers of buildings which have a liquor licenge
and may be deemed at risk af overcrowding,

* Ifan Occupancy Notice has been issued the eccupler must consplicuously display a sign stating the cecupancy
number above each public entrance and ensure each staff member is aware of the occuparcy number,

* The occupier must ensure the pccupaticy rumber 1s not exceeded.

* Acounting system must be implemented in ‘At-Risk’ licensed buildings:
+  Where the occupancy number ranges fram 200 to $99 peaple, a manual counting system ot an automatic

counting system is required.

+ Where the occupancy number exceeds 999 people an gutomatic counting system is required.

s The occupancy number must be included in the building’s fire and evacuation plon.

¢ The occupier must notify the Commissioner of QFES if there are changes to the building that may increase the risk
of overcrowding.

¢ A Fire Safely Adviser must be appointed within one month of an Occupancy Motice heing issued.

This item relates to Sections 104KK, 104KL, 104KM, 104KN, 104K0, 104KP of the Fire and Emergency Services Act
1950 and Section 34 of the Building Fire Safefy Regulation 2008.

Maintenance of Fire Safety Installations

Prescribed Fire Safely Instaflations are installations that were required to be maintained in the building in
question by or under any Act, including as a prerequisite to_the granting of any approval or the issue of any
notice, certificate or instrument {Section 104D 3(a) of the Fire and Emergency Services Act 1990).

Maintenance of prescribed fire safety installations Is required to be conducted by an appropriately qualified
person which is samecne who holds a licence stated in the Queenstand Building ond Construction
Commissian Regulation 2003, schedule 2A; or stated in the Plumbing and Drafnage Regulation 2003,
schedule 2, itams 4 ta 6; or stated in the Plumbing and Drainage Regulation 2003, schedule 3, items 4 and 5.

* This means the person actually conducting the maintenance must have an individual licence for each
class or type of fire safety instailation they work on.

NOTE: - The requirements for maintenance are now contained in the Queensland Development
Code MP6.1 at www. hpw.gld.gov.au/construction/BuitdingPlumbing/Building /Buildingt awsCodes/
ueensiandDevelopmentCode/Pages,

-OFFICIAL-PUBLIC - QFES Advisory Notes (Effective: 05/2021)

Exit Signs/Emergency Lighting

15, Are the exit signs/emergency lighting undamaged?

* The owner/occupier must ensure that exit sign covers are in place and unbroken.
* Globes for exit signs and emergency lighting must also be in place and undamaged,

16. Can current maintenance records for exit signs and emergency lighting be produced upon request?

*  Alog book (can be electronic) is required to recerd six monthly inspections.
* Alicensed electrician or appropriately qualified person is required to conduct the maintenance inspections.

Fire Extinguishers

17. Areall fire extinguishers correctly maintained?

* The occupier must ensure maintenance of prescribed fire extinguishers are carried out in accordance with MP 8.1
and by an appropriately qualified person.
¢ Prescribed fire extinguishers are those required to be installed in the building.

18. Can current maintenance records for fire extinguishers be produced upon request?

* The maintenance tag and either an invoice or summary report are acceptable as a record of maintenance.
* Anappropriately qualified person is required to conduct six menthly service inspections.

Fire Hose Reels -

19. Are all fire hose reels correctly maintained?

* The occupler must ensure maintenance of prescribed fire hose reels is carried out in accordance with MP 6.1 and
by an appropriately qualified person,
* Prescribed fire hose reels are those required to be installed in the buitding.

20. Can current maintenance records for fire hose reels be produced upon request?

» The maintenance tag and either an inveice or summary report are acceptabla as a record of maintenance.
« An appropriately qualified person is required 1o conduct six monthly service inspections.

Fire Detection.and Alarm Systemn

21. Isthe Fire Detection and Alarm System operating with no isolations or faults indicating?

¢ The eccupier must ensure no devices or zones are isolated or showing a fault unless work is being carried out in
those areas and a plan to reinstate the device or zone is in place.

22, Can current maintenance records for Fire Detection and Alarm Systems be produced upon request?

* Alog bookis required to record monthly inspections.
* Anappropriafely qualified person is required to conduct the maintenance inspections.

23, Ifthe Fire Detection and Alarm System is not connected to QFES.
¢ Ifthe Fire Alarm System Is only a local alarm system and is hot connected to QFES moritoring, it is recommended
that Manual Call Points (break glass alarms) have adjacent sighage indicating “ LOCAL ALARM ONLY — In case
of fire break glass AND ring 000” to ensure persons activating these devices are aware that it will only raise the
alarm in the building but it will not alert the fire service.

24, s the number of unwanted alarms activatiens below the preseribed average?

» The pccupier must ensure tkat the number of unwanted alarms signalled from a monitored system in any financial
year does not excead four or the prescribed average (whichever is the greater) as published in the Queensland
Government Gazette,

This item relates to Section 104DA cf the Fire and Emergency Services Act 1990. Further details can be found at
www.gfes.qld. gov.au/buildingsafety/urwanted /Pages/default.aspx.

25, If a Class 2 accommodation building, are smoke alarms installed in the sole occupanty units?

* All accommodatior buildings built since 1 July 1997 are required to install, as a minimum, hard-wired battery
back-up smoke alarms. QFES recommend photoelectric smoke alarms aver ionisation type alarms,

* The owner must ensure that each sole occupancy unit within a Class 2 building built prior to 1 July 1997 has, asa
minimum; a nine volt battery operated smake alarm installed,

* The smoke alarm must comply with Australian Standard 3786 and be located as specified in the Building Code of

QFES Advisory Notes (Effective: 05/2021) - OFFICIAL-PUBLIC - 9



Australia specification E2.2a Clause 3 {¢} ().
* Smoke alarms must be tested in compliance with the manufacturer’s instructions,
+ This item also applies to Class 1A dwellings.

This item relates to Section 104RB of the fire ond Emergency Services Act 1990, Full details of tenant and owner
responsibilities can be feund at: www.gfes.ald. gov.au/community-safety/smokealarms /Pages/defautt. aspx.

stem.(includes waming; controf and intercommunication systems).

26. Is the Evacuation System in "auto’ mode with no zones isolated or in fault?
s The occupier must ensure that the evacuation system is in the ‘Aute’ made and that no zones on the evacuation
panel are isolated or showing a fault,
27. Can current maintenance records for Evacuation System be produced upon request?

» Alog bookis required to record manthly inspactions,
* An appropriately gualified person is required to conduct the maintenance inspections,

iniler System -

28. Is the Sprinkler Booster Installation undamaged?
* The occupier must ensure the cabinet and intermnal components are undamaged and hand wheels are fitted to
inlets and outlets,
29. {Can current maintenance records for the Sprinkler System be produced upon request?

¢+  Alog books required to record maintenance inspections.
* An appropriately qualified person is required to conduct maintenance inspections.

30. Is the on-site Fire Hydrant Booster Installation undamaged?

* The accupier must ensure the cabinet and internal components are undamaged and hand wheels are fitted to
inlets and outlets.

31. Are the on-site Fire Hydrants undamaged?

» The occupier must ensure on-site fire hydrants are undamaged i.e. not bent or creased and hand wheels are
fitted.

32. Can current maintenance records for the en-site Hydrant System be produced upon request?

* Alog book and tagis required to record current six monthly inspections.

* All maintenance including the 5 yearly hydrostatic test is to be recorded on a *Form 72 - fire hydrant and sprinkler
system periodic testing and maintenance’.

* Form 72 can be downloaded from the Department of Housing and Public Works web page at
www. hpw.gld.gov.aufeonstruetion /BuildingPlumbing/Building /BuiidingLawsCodes
QueenslandDevelopmentCede/Pages [QueensiandDevelopmentCodeCurnrentParts,aspx.

* An opproprietely qualified person is required to conduct maintenance inspections.

Hydrant/Sprinkler Pumpsets

33. Are the Hydrant/Sprinkler Pumpsets correctly maintained?
* The occupler must ensure pumpsets are maintained by an appropriately qualified person.

34. Can current maintenance records for Pumpsets be produced upon request?
¢ Alog bookis required to record monthly inspections.
* An appropriately qualified person is required to conduct maintenance inspections.

Stairwell Pressurisation

35. Can current maintenance records for Stairwell Pressurisation be produced epan request?

*  Alog book is required to record three manthly inspections.
* An apprapriately qualified person is required to conduct maintenance inspections.

QFES Advisory Notes (Effective: 05/2021)
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'Smoke and Heat Ventilation Systems o e
36. Can current maintenance records for Smoke & Heat Ventilation systems be produced upon request?

* Alog book is required to record six menthly inspections.
* An appropriately gualified persen is required to conduct maintenance inspections.

Standhy Power Supply

37. Can current maintenance records for Standby Power be produced upon request?
* Where installed, maintenance must be carried out in accordance with manufacturer’s recommendations.
*  Only certain buildings require Standby Power Supplies {e.g. Class 9z building that has emergency lifts that
service patient care areas, buildings containing some atriums and some hydrant systems that have a backup
electric pump).

Emergency Lift — Fire Service Control -

38, Emergency lifts apply to buildings above 25m in effective height and some Class 9a buildings.
*  Where instalted, maintenance must be carried out in accordance with manufacturer's recommendations, but in no
case at intervals of more than one year.
* Has an operational test of the Fire Service Contrels been conducted.
s An appropriately qualified person is required to conduct maintenance inspections.

Critical Defects. .-

39. Ifa Critical Defect Notice has been received, has action been taken to rectify within one month?

« If, following a maintenance inspection, an appropriately qualified person has deemed the fire safety installation
to be defective and the defect will make the installation inoperable or have an adverse impact on the safety of
occupants (.e. a critical defect), the appropriately qualified person is obligated to notify the occupier within 24
haurs of the critical defect occurring by issuing the occupier with a Critical Defect Notice In the approved farm.

¢ The Building Fire Safety Regulation 2008 requires the criticel defect to be rectified within one month of

notification.

The Critical Defect Notire issued by the appropriately qualified person should detail the corrective action required.

The occupier should be able to show evidence of taking/initiating this corrective action.

It may be necessary to putin place interim measures for the protection of occupants. (See item 58)

A list of Fire Sofefy installations can be found on the QFES website (www.gfes.gld.gov.au/buitdingsafety/

FES FireSafetyinstaliationChesklist.doc) orin Schedule 2 of the Building Act 1275 (v, le

. s & @

This item relates to Sections 49 and 53 of the Building Fire Safety Requlation 2008.

40. Ifa Critical Defect Notice has been received, have interim measures been put in place?
= In certain cases interim measures may be required to be put in place by the occupier for the safety of occupants
in the building as the Fire and Emergency Services Act 1990 Saction 104D requires the cccupier to maintain
prescribed fire safely installations to a standard of safety and reliability at all times.
» Forexample, if the fire detection or alarm system has a critical defect and the building is used for accommodation
purposes, interim measures, such as battery cperated smoke alarms, may have to be installed.

This item relates to Sections 49 of the Building Fire Safety Regulation 2008,

Links to relevant information sheets or templates:

»  www.gfes.gld.gov.au/buildingsafety/documents/QFES_FireSafetyinstaliationChecklist.doc
o www.qfes.gld.gov.au/buildingsafety/documents/OFES CriticalDefectNotice.doc

QFES Advisory Notas (Effective: 05/2021)
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41, Is housekeeping acceptable?

.
»

The owner/occupier must ensure there ave no excessive flammable materials under buildings or stairways.
It must be ensured that there are no tripping hazards such as lifting tiles and power cords in evacuation routes.

This item relates to Section 69 of the Fire and Emergency Services Act 1990.

Evacuation Planning, Instruction & Practice

42. Is there a fire and evacuation plan in place for each building?

Every building must have a written fire and evacuation plan in place (except Class 1a and Class 10 buildings).
This may be a hard copy or In electronic farmat.
See item 44 to understand the items required in the fire and evacuation plan.

This item relates ta Section 21 of the Building Fire Safety Regulation 2008,

43. Is there a managing entity and secondary occupiers’ fire and evacuation plan for multi-occupancy buildings?

A multi-occupaney building 1s a building where there Is more than one tenant, for example a high-rise building or
a shopping centre.

A monaging enfily is, for example, a Body Corporate or Centre Manager.

Secondary occupiers are accupiers of part of a multi-occupancy building, other than the managing entity.

The managing entity is responsible for evacuating peeple from the common areas of a multi-occupancy building,
to a designated assembly area on the fire and evacuation plan. A commen area is a passageway, foyer, stairway,
corridor or mall.

Secondary occupiers are responsible for evacuating people from ther tenancy. For example a retailer in a
shopping centre will evacuate shoppers to the mall area, and then the managing entity’s plan wilt evacuate them
out of the building to the designated assembly area.

Both parties are responsible for ensuring their plans complement the other,

See item 44 to understand the items required in the fire and evacuation plan.

This item relates to Sections 22 and 23 of the Building Fire Safety Reguiation 2008,

44, Are all the fire and evacuation plans kept in the specified form?

12

The fire and evacuation plan must incorporate all the requirements of the Building Fire Safety Regulation 2008.
The plan must be in written form. This can be either as a hard copy or in electronic format as long as it is available
oh request in the building (see item 62).
it must include:

+ The evgcuation diagram/sign of the building (as mentioned in Iterm 9).

Name and address of the building.

Name, address, telephone number and electrenic contact details of the owner and occupier of the building.
The evacuation coordination procedures for the building.

Instructions for evacuating the building in line with the evacuation coordination procedures.
The methed of operation of fire fighting equipment and manual fire alarms in the building.
The procedures for giving fire and evacuation instructions to persons working in the building and ensuring the
instructions are given,

+ The name and contact detaiis of persons rasponsib:le for carrying out the evacuation procedures.

¢+ The date each person became responsible for carrying out the procedures.

+ The names and coentact details for persons responsible for giving the fire and evacuation instructions.

+ Name of the person whe developed, changed and reviewed the fire and evacuation pian.

In instances where a number of persens fill a position across rotational shifts, QFES will accept a position title
rather than person’s name. For example — “Nurse In Charge of Acute Care’ may be listed as the responsible person
for the Intensive Care area.

Ifthe building is a high occupancy building (requires a Fire Safety Adviser — as detailed in Item 57) the fire and
evacuation plan must incorporate additional requirements:

+ The name of the Fire Safety Adviser

+ Contact details for the Fire Safety Adviser (e.g. Phone number and electronic contact details).

+  Adescription of the qualification/s held by the Fire Safety Adviser.

LN A )
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+ The Registered Training Organisaotion that issued the qualification.
+ The date the qualification was issued.

This item relates to Section 21 of the Building Fire Safely Regulation 2008.

45. Do fire and evacuation plans reflect performance solutions for the buitding?

* Aperformance solution is that which has been assessed and agreed between parties such as fire engineers, QFES
and building certifiers. |t allows for an aliernative building solution to be put in place meeting the performance,
rather than the prescriptive, requirements of the Building Code of Australia.

+ Performance solutions for your building can be found cn your building’s Certificate of Classification.

* |Ifthereis a performance selution for the building, the parformance solution is to be included in the fire and
evacuation plan, For example if a building has extended travel distances, the fire and evacuation plan must
refarence this.

This item relates to Section 24 of the Building Fire Sufefy Regulation 2008.

46. Is there a procedure in place to evacuate persons with special needs?

» If persons with special needs are in the building the cccupier is responsible for ensuring there is a procedure in
place to evacuate them safely.

* A person with special needs can be:

+ A person with a disability.
+ Achild.

+ Aperson affected by medication or alcohol,

+ Anpersonin lawful custody.

+ A npersan working in the building where access is restricted {e.g. a basement, false ceiling cavity).

+ Aperson working in a hazardous area of a building,

+ Anexample of a procedure to evacuate persons with special needs may be to identify one or more persons who,
on activation of the alarm, are to proceed to the area where the persons with special needs are and assist them in
evacuation.

+ Arecord of this procedure must be retained with the fire and evacuation plan and other documents required to be
kept.

This item relates to Section 19 of the Building Fire Sofety Regulation 2608.

47. Are zll fire and evacuation plans available upon request?

= All fire and evacuation plons must be made available to interested persans for inspection, free of charge, upon
request during normal business hours. This includes electronic copies.

This item relates to Section 26 aof the Building Fire Scfefy Regulation 2008,

48, Are all fire and evacuation plans current and reviewed annually?

» All fire ond evacuation plans must be reviewed annuzlly.

+ An example of reviewing the plan may be to walk through the building witk the plan to ensure that the
evacuation routes have not changed and checking that the same persons remain in the roles listed on the fire
and evacuation plan.

+ The raview process must be recordead, and kept with other relevant documents,
+ Ifchanges are made to the building which affects the fire and evacuation plan, the plan must be altered to reflect
the changes as soon as practical but no later than one manth after the change occurred.

+ Examples of this include refurbishment or a change in the use of the building.

This item relates to Sections 27 and 28 of the Building Fire Safety Regulation 2008.

Links to relevant information sheets or templates:
* www.gfes.gld.gov.au/buildingsafety/documents/QFES-BFS-infoSheet-Class2Unit.pdf
*  www.gfes.qld.gov.au/buildingsafety/documents/QFES-FireEvacuationPlan-HighOccupancy.doc
*  www.gfes.qld.gov.ay/buildingsafety /documents /QFES-FireEvacuationPlan-LowQecupancy.doc

QFES Advisory Notes (Effective: 052021} -OFFICIAL-PUBLIC - 13



Fire and Evacuation Instruction

49,

50

51.

52,

53.

Have general evacuation instructions been given?

* The occupier of the building must give general evacuation instructions to workers within two days of commencing
wark and then annualiy.

« These instructions include the location of fire safely reference points and the procedures for evacuating the
building safely in the event of a fire or hazardous materials emergency. (Fire safety reference points are those
detailed in item 9).

* There is no qualification required to provide these instructions.

This #tem relates to Sectiors 32 and 35 of the Building Fire Safety Regulation 2008.

Are recerds for general evacuation instructions kept and available upon request?

+ Arecord of general evacuation instructions must be kept. This can be in electronic form. (See item 62)
* Details on the instructien records must include:

+ The name of each person receiving the instruction,

+ The name of the person who gave the instruction.

+ The date instructions were given.

+ Adescription of the instructions.

+ These records must be retained with other decuments required to be kept.

This item relates to Section 45 of the Building Fire Safety Regulation 2008.

Have first-response evacuation instructions been given?

* The occupier of the building must give first-response evacuation instructions to workers within one month of
commencing wark and then every two years.

* Ffirst-response evacuation instructions are instructions cenceming the operation of manually operated fire alarms
and fire fighting equipment in the building. These instructions can be given by practical hands on training or
instruction via a CD, DVD or Internet elc..

» There is no qualification required to provide these instructions.

» Ifa Fire Safety Adviser is required for the building, the Fire Sofety Adviser or a Registered Training Organisation
must give or arrange for the training or instructions to be given (A fire Safety Adviser is required in high occupancy
buildings as defined in item 57 of these Advisory Notes).

Note: For buildings used for temporary events (3 months or less), First-Response and Genrerel Evecuation Instructions
must be given to persons before they start working in the building. Evacuation coordination instructions must also be
given to persons respensible for carrying out the evacuation.

This item relates to Sections 36 and 37 of the Building Fire Safety Regulation 2008.

Are records for first-response evacuation instructions kept and available upon request?

* Arecord of first-response evacuation instructions must be retained. This can be in electronic form. (See item 62)
¢ Details on the instruction records must include:

+ The name of each person receiving the instruction.

+ The name of the persen who gave the instruction.

+ The date instructions were given,

+ Adescription of the instructions.

This item relates to Section 45 of the Building Fire Safety Regulation 2008.

Have evacuation coordination instructions been given?

* The occupier of a building must give evacuation coordination instructions to the person/s responsible for carrying
aut the evacuation coordination procedures every year and within cne month of any changes to the procedures or
personnel.

+ [Fa new eccupant starts to occupy a building, the new occupant must, within two menths, give evacuation
coordination instructions to the responsible person/s.

*  Fvacuation coordination procedures include:

+ Means of alerting and communicating with persens in the building (e.g. public address messages).

Alerting the fire service, by phone or manually operated fire alarms.

Arranging the evacuation of all persons in the building including those with special needs.

Checking whether all persons have been evacuated.

Meeting and advising the fire service on arrival at a suitable place as stated on the evacuation plan.

This item relates to Sections 17, 38, 35 and 40 of the Building Fire Safety Regulation 2008.
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54,

55

56

57

58.
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Are records for evacuation coordination instructions kept and available upon request?
*  Avecord of evacuation cocrdination instructions must be retained. This can be in electronic form. (See item 62)
* Details on the instruction records must include:

+ The name of each person receiving the instruction.

+ The name of the parson who gave the instruction.

+ The date instructions were given,

+ Adescription of the instructions.

This item relates to Section 45 of the Building fire Safety Reguiation 2008.

Has evacuation practice been conducted annuatly?

* All occuplers are required to conduct an evacuation of a building annually. The practice evacuation must be
carried out by an appropriate number of people.

* |t may not be feasible to evacuate, for this exercise, a person with a disahility, however the process for evacuation
of persons with special needs must be included in the fire and evacuation plan,

* Select numbers of staff such as receptionists may be excluded to answer telephane calls.

This item relates to Sections 43 and 44 of the Building Fire Safety Regulation 2008,

Are evacuation practice records kept and available upon request?
* A record of practice evacuations must be retained with the evacuation plan and can be in electronic form,
« Details required on the evacuotion practice record includa:
+ The date of the evacuation.
+ The times the evacuation started and ended.
+ Any action taken or required as a result of the evacuation, such as a review of the evacuation instructions.

This item relates to Section 46 of the Building Fire Safety Regulation 2008.

Has a Fire Safety Adviser been appointed?

+ The occupier of any building that is a workplace employing 30 or more pecple as defined under the Building Fire
Safety Regulation 2008 must appeint a Fire Sufety Adviser (FSA).
»  Accommodation buildings (Class 2 and 3) over 25 metres in effective height and some lcensed building
regardless of the number of workers must also appoint an FSA.
+ Effective height is defined by the Building Code of Australia (BCA).
* Workplace examples include:
+ Abuilding or part of a building where individual employers employ 30 or more workers at the workplace.
+ QFES recommend that in multiple tenanted bu g5 a FSA be appointed for the whole building in

consultation with tenants and the manoging entity if there are common areas, such as malls common
passageways or stairs even if the managing entity dees not empley 30 or mere workers in the building.
+ Individual fenants may wish to appoint their own FSA or utilise the FSA appointed by the managing entity, if
there is one, and they agree to do so. Either Is acceptable to the GFES.
« The FSA must hold a current building fire safety qualification as a FSA (have completed a ceurse in the 8
competencies required within the previous three years).

This item relates to section 34 of the Building Fire Safety Regulation 2008.

Is there a procedure in place to provide ‘adequate instruction’ to prescribed persons?

*  Section 104E of the fire and Emergency Services Act 1990 requires that the cccupier of a building must provide
adequate instructions to prescribed persons in the building concerning the action to be taken by them in the
event of fire threatening the building in order to ensure the safety of themselves and other persons.

* The Building Fire Safety Regulation 2008 states that at any given time a person is a prescribed person if ,during
the past three months, there have been at least two weeks in which the person worked, resided or visited the
huilding for a total period in each week of at least 10 hours.

+ Adequate instruction for persons working in the building are detailed in items 4%, 51 and 53.

* Adequate instruction for residents and persons visiting the building may be provided by ensuring references that
assist these people in evacuating the building are included in the fire and evacuation plan and that evacuation
signs/diagrams are displayed in accordance with item 9 of these Advisory Notes.

This item relates to Section 31 of the Building Fire Safety Requlation 2008 and Section 104E of the fire and
Emergency Services Act 1990,
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Links to relevant infarmation sheets or templates:

»  www.gfes.qld.gov.au/buildingsafetv/documents/QFES FireEvacuaticninstructionRecord.doc
FES. FireEvacuationPracticeRecord.doc

Record Keeping

pproval Documents

59. Are approval documents obtained and kept?

60,

¢ The owner/occupier is required to take reasonable steps to acquire relevant approval documents.
* Reievant approval documents consist of the following:-
+ For buildings built under the Deemed to Satisfy Provisions of the Building Code of Australia {BCA) from 1 July

1997 onwards, the following:-

a ‘*Cerfificate of Classification’, and

2 Alist of fire safety instailations within the building.

+ Faor buildings built with Performance Selutions from 1 July 1997 onwards, the following:-

o ‘Cerfificate of Classification’,

o Alist of fire safety installations within the building,

o The Fire Safefy Management Procedures (Management in Use Documentation}, and

o Fire Engineeting Report.

+ For buildings built priorto 1 July 1897, the following:-

s ‘Certificate of Classification’, ‘Certificate of Approval’ or other approval documents (if either of these are
net available QFES will accept written documentation showing requests for copies of refevant approval
documents from the relevant local government or building certifier), and

o Alist of fire safety instaliations within the building.

+ For Crown owned buildings the following:-

o Alistof fire sofefy installations within the building, and

= The Fire Safely Manogement Procedures (Management in Use Documentation) if the building was built
using an alternate huilding solution.

* Acopy of these approval documents must be retained with other documents required to be kept.

* A ‘Certificate of Classification’ is the document issued by a Local Government or Certifier which determines the
building classification.

* The “Certificate of Classification’ can be abtained from the local Council. i a search is conducted and no Certificate
is avallable the wiitten evidence of this must be retained with the approval documents.

* Buildings owned by the Crown, including Commanwealth, State and Local Government, are not required to have
or display a ‘Certificate of Classification’.

*  Alist of Fire Safety Instellations can be feund on the QFES website (www.ofes.qld.gov.au/buildingsafe

documents/GFES FireSafetylnstallationChecklist.dod) orin Schedule 2 of the Building Act 1975 (www.legislation.

gld.gov.au/browse/inforce).

This item relates to Section 25 of the Building Fire Safety Regulotion 2008.

Is the *Certificate of Classification’ for the building displayed?

* This item only applies to buildings approved after 1 july 1997.

+ The Buiiding Act 1975 - Section 108A requires bulldings, apart from Class 1a buildings (a Class 1a building is a
nermal domestic family home) which were built on or after 1 July 1997, to display a ‘Certificate of Classification’.

* ltis the building owner’s respansibility to abtain the ‘Certificate of Classification’ from the building certifier.

* The ‘Certificate of Classification’ must be displayed conspicuously, as near as practical to the main entrance.

¢ An authorised fire officer may require the owner to produce the ‘Certificate of Classification” if not displayed. (An
autharised fire cfficer is defined in the Fire and Emergency Services Act 1990 as a fire officer).

* Buildings owned by the Crown, including Commenwealth, State and Local Government, are not required to have
ardisplay a ‘Certificate of Classification’.

This item relates to Section 108A of the Building Act 1975.

Links to relevant information sheets or templates:
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Occupier Statement (Annual)
61.

Can an annual occupier statement be produced upon request?

* An occupier statement for the maintenance of all fire sefety installations must be kept and a copy sent each year
to the Commissioner. The occupier statement can be emalled to secupier statements@afes.gid.gov.au once
completed.

* A copy must be retained with the evacuation plan and can be kept electronically.

* An example of the occupier statement is contained in the Queensland Development Code Mandatory Part 6.1, It
is acceptable to utilise a modifed form (e.g. company logofheading etc.) as long as all of the relevant information
is contained.

* Any Critical Defect Notices received during the year must be atfached to the occupier statement.

* A Critfcal Defect is referred to in items 39 and 40.

This item relates to MP 6.1 of the Queensland Development Code {links to online resources are provided under the
‘Maintenance of Fire Safety Installations’ section of these Advisory Notes, page 8), Sections 55A and 55B of the
Building Fire Safety Regulation 2008 and Section 104D ofthe Fire and Emergency Services Act 1990,

Links to relevant information:

62,

63,

QFES Advisory Notes (Effective: 05/2021)

*  http:/ /www. hpw.qld.gov.au/SiteCollectionRocuments/occupiers-statement-mpé-1.dog
*  www.hpw.gid.gov.au/construction/BuitdingPlumbirg/Building /Bu glawsCodes/

QueenslandDevelopmentCode/Pages/QueenslandDevelopmentCodeCurrentParts.aspx

Are records kept on site?

« Acopyof plans and documents, including prescribed documents must be kept in the building.

* In Class 2 or Class 3 buildings or buildings with no common areas it is permissible for required documents to be
located in lockable metal storage boxes affixed to a wall that allows access for inspection as required. This is not
a requirement but a selution to the requirement to have the records on site in the building,

= A prescribed document is defined by the Building Fire Safety Regulation 2008 as meaning any of the following for
the building ~
+ Arecord of a review of a fire and evacuation plan;
+ A fire and evacuation instruction record;
+ An evacuation practice record;
* A record of maintenance.

¢ The occupier must keep fire safety records and prescribed documents for at least 2 years,

*  Documents must be produced upon request of a authorised fire officer.

* Records required to be kept by the regulation (sther than logbooks requirad by an Australian Standard for the
maintenance of fire safety installations) may be kept electronically as long as they are available for inspection as
required by the regulation. (See item 65 for Fire Safety Management Plans)

This item relates to Sections 71, 72 and 86 of the Building Fre Safety Regulation 2008.

Is a copy of all prescribed documents kept in another place?
+ In addition to keeping the record mentioned above in item 62, a copy of all records must be kept in another place.

These copies may be electranic.
* Copies of maintenance records can be retained by the fire contractor. Other records are to be kept by the occupier.

This item relates to Section 71 of the Building Fire Safely Regulation 2008.
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Budget Accommedation Additional Information

fire Safety. Management Plan. -

QFES Community Safety Office Contact Details

64. Are current Fire Safety Management Plans prepared and implemented? To contact your nearest Community Safety Office, please go to our website using the _"o__oi_sm link:

* Ifyou are the owner of a budget accommodation buiiding, you are required to prepare a fire Safety Management
Plan (FSMP). A budget accommodation building is (in short) one used for accommodation for six or more persons
who share bathroom or sanitary facilities. (For a full definitien of a budget accommodation building see the
Building Act 1975, $216).

+ The plan must incorporate:
¢ The allowable number of eccupants, calculated by the room sizes (as defined by the Queensland

Develepment Code MP2,1),

+ The evacuation plan for the building including provisions for disabled occupants. m:vva_.n _uon:_dm:nm -

+ Proposed training programs for occupants and staff. Therte are a number of document avaitable to assist with the completion of _‘maﬁ_an mcnzamimza:.

+ Alist of the fire safefy installations in the building.

¢ The proposed maintenance schedule for the fire safety installations. Word templates are available at www.gfes.gld gov.au/buildingsafety/Pages /Forms-and-Templates.aspx.

+ The record of maintenance for the fire safety installations.

+ Afloor plan of the building. A number of related information sheets are available at www.gfes.qgld.gov.au/community-safety/ downloadiibrary/Pages/

* Anexample of a FSMP is available at www.afes.qld.gov.au/buildingsafety/documents/QFES-FSMP.doc

This item relates to Sections 27, 216 and 217 of the Building Act 1975, Sections 104FA — 104F0 of the Fire and
Emergency Services Act 1990 and Sections 75 of the Residential Services {Accreditation) Act 2002.

default.aspx.

65. Are Fire Safety Management Plans available for inspection during business hours?

* Acopy of the FSMP must be kept in the building and you must allow anyone access to view it, free of charge,
whenever the building is apen for business.

* The FSMP must be updated within a menth of any change of circumstances affecting the plan {e.g. a change in the
Fire Safefy Standord).

* The FSMP must be available on request by a member of the public or an cuthorised officer of the QFES.

* The FSMP can be kept electronically as long as it is available for inspection whenever the building is open for
business.

This item relates to Sections 216 and 217 of the Building Act 1975, Sections 104FA and 104FG of the Fire and
Emergency Services Act 1990 and Secticn 75 of the Residentiol Services (Accreditation) Act 2062,

66, Can evacuation practice records be produced upon request?

* An evacuation of the building must be carried out at least annually and a record of the evacuation practice must
be kept.
* Details of this requirement can be found in items 55 and 56.

This item relates to Sections 43 and 44 of the Building Fire Safety Regulation 2008.

Links to refevant infoermation:
.qld.gov.au/buildingsafety/Pagesibudget.aspx
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