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Fire Safety & Emergency Response Orientation Checklist

Orientation for New Worker - Accommodation
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CHECKLIST Tick when confirmed:
Participants Capability – documented in the participants’ file
	1. Each Participant’s understanding of the smoke alarm alert signal and their response to it 
	

	2. Each Participant’s mobility and the level of assistance they will require in an emergency
	

	3. Medication which may affect a Participants ability to respond
	

	4. Location of bedrooms
	

	5. Participant behaviour that has been observed during evacuation drills and exercises
	

	6. Location of HL-06 Participant Fire Safety & Risk Assessment in participant files  
	


Roles & Responsibilities
	7. Responsibilities of house staff working on their own in an emergency
	

	8. Responsibilities of other house staff on duty
	

	9. Location of procedures for “reporting fire equipment faults or damage”
	


Emergency Procedures Manual
	10. Location of the manual
	

	11. Emergency procedures  i.e. fire evacuation
	

	12. Location of wall chart including floor plan and fire and evacuation orders
	


Evacuation Pack

	13. Location of the evacuation pack
	

	14. Contents of the evacuation pack SF-52
	

	15. Specific items to assist with Participant behaviour
	


Evacuation Route & Assembly Area

	16. Security Systems on the primary and secondary exits
	

	17. Keys and which locks they apply to
	

	18. Location of the assembly areas
	

	19. Participant behaviour, security and welfare at the assembly area
	

	20. Relationship with neighbours and the assistance they may provide
	


Telephone
	21. Location of telephones, particularly the telephone that will work when the power fails
	

	22. How to call the emergency number 000
	

	23. List of on-call telephone numbers
	


Fire Extinguisher & Fire Blanket
	24. Location of the extinguisher and fire blanket
	

	25. When extinguishers and the fire blanket should or should not be used
	


Smoke Alarm Panel
	26. Location of the panel and smoke alarms
	

	27. Discuss the features of the panel and its operation
	

	28. Smoke alarm alert signal, including other signals for hearing impaired residents
	


Sprinkler System
	29. Location of the sprinkler system
	

	30. The alert signal when a sprinkler head operates
	


Further Training

	31. Fire safety as part of induction
	

	32. Fire Safety Response E Learning Module - Sentrient
	


All tasks have been completed to the satisfaction of both the supervisor and worker.

Supervisor (Name)
Worker (Name)


Signature
Signature




Date
Date




Record Keeping 

Send signed form to: training@kyeema.com.au
The training officer will file the form in the workers file and update Sentrient.
Location:      � INCLUDEPICTURE "C:\\Users\\anna\\AppData\\Local\\Packages\\Microsoft.Windows.Photos_8wekyb3d8bbwe\\TempState\\ShareServiceTempFolder\\tickbox2.jpeg" \* MERGEFORMATINET ���   STA/Respite: 107 Hurd St      � INCLUDEPICTURE "C:\\Users\\anna\\AppData\\Local\\Packages\\Microsoft.Windows.Photos_8wekyb3d8bbwe\\TempState\\ShareServiceTempFolder\\tickbox2.jpeg" \* MERGEFORMATINET ���   SDA: 106 Palmer St      � INCLUDEPICTURE "C:\\Users\\anna\\AppData\\Local\\Packages\\Microsoft.Windows.Photos_8wekyb3d8bbwe\\TempState\\ShareServiceTempFolder\\tickbox2.jpeg" \* MERGEFORMATINET ���   SDA: 108 Palmer St 		


Worker Name:		 	Date:	


			





Instructions:


Orientation of new worker to be completed on the first shift at a new location with the Supervisor (or delegate)


A new worker must receive this orientation prior to being rostered to work in the house on their own


Orientation should follow this checklist as appropriate for the accommodation


When satisfied that the new worker has completed the checklist, both the supervisor and staff member should sign the checklist. 
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