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1 Introduction 
This Bushfire Emergency Management Plan (BEMP) has been prepared by Terramatrix on 
behalf of the Rosemaur Gallery in response to the City of Casey and CFA request for a BEMP 
to be developed prior to a permit being issued for the development and use of 193-209 King 
Road as a gallery.   

The BEMP is required to provide for a ‘shelter in place’ capacity in the event of approach by 
bushfire and to clarify opportunities for emergency egress to the southeast via Hilden Drive. 

This Draft BEMP has been prepared, based on applicable CFA bushfire emergency 
management plan guidelines and templates, in response to this request. 

It is a ‘preliminary draft’ only, which should not be used for operational purposes.  Once 
planning approval has been obtained and the development plan has been implemented, this 
BEMP will need to be refined and finalised in consultation with the client and/or appropriate 
staff members and other identified stakeholders including CFA and Council.  This will ensure 
the BEMP is informed by expert advice and supported by the appropriate emergency services. 

The process to produce the final BEMP should be in accordance with Australian Standard AS 
3745-2010 Planning for emergencies in facilities as appropriate. 

The BEMP provides a framework within which the management and staff of Rosemaur Gallery 
can provide for the safety of visitors and staff, including monitoring conditions on days of 
elevated fire danger and implementing specified actions in the event of a bushfire 
approaching or impacting the site.  It sets out a best practice response to bushfire for 
Rosemaur Gallery staff; in particular, detailing the initial response before emergency services 
arrive at the scene.  Once emergency services arrive, control of the event will move to them.  
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2 Primary Response 
The primary response to a forecast Fire Danger Rating (FDR) of Code Red is to: 

Close the Rosemaur Gallery at 193-209 King Road before 10am on the day the Fire 
Danger Rating applies and ensure that the site is not occupied.  

 
The primary response when there is a potential or imminent bushfire threat (see triggers in 
Section 12.1) is to:  
 

Unless otherwise officially advised by emergency services, initiate shelter in place 
procedures to ensure all site occupants are relocated to the designated shelter in 

place buildings.  
 

 
 
Date:     / /   
 
 
Signed by:         

    Chief Warden  
 
 
          
    Deputy Warden  
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3 Site details 
This plan is for:  Rosemaur Gallery at 193-209 King Road 

Harkaway, VIC 3806 

 

It has been designed to assist gallery management protect life in the event of a bushfire. 

 

Street no. & name:   193-209 King Road, Harkaway 3806 

   

Contact person:  TBC 
Position:  TBC 

Contact no:  TBC 

Rosemaur Gallery landline number 
(BH): 

 TBC 

Type of facility:   Gallery and restaurant 
Peak number of staff:   TBC (proposed approx. 30) 

Peak patron numbers:  580 

Total maximum people on site:  TBC (proposed approx. 610) 
   

Distance from Harkaway township 
lower threat areas (west) 

 
Approx. 2km via King Road (and a further 2km to 
urban area at Berwick) 

 

3.1 Site usage and features 
Rosemaur Gallery comprises a gallery and restaurant, landscaped gardens, parking areas and 
other associated infrastructure.  There will be approximately 30 staff and the likely peak visitor 
capacity will be 580, giving a likely maximum capacity of 610 people onsite. 
 
The two galleries and restaurant will be built to a BAL-12.5 construction standard and provided 
with 62m of defendable space.  Elements of the building will be partially underground, with 
above ground surfaces largely clad with non-combustible materials.  A static water supply of 
20,000L will be provided, with an extra water supply of 2 x 200,000L tanks available. 
 
The gallery and restaurant will form part of the bushfire response as designated shelter in 
place locations. 
 

3.2 Additional emergency management procedures 
It is anticipated that the Rosemaur Gallery will prepare other ‘all hazards’ emergency 
management procedures for the facility.  

These should be integrated with this BEMP as they are developed. 
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4 Roles and responsibilities 
Emergency Coordination Committee 

An Emergency Coordination Committee (ECC) shall be established and maintained consisting 
of at least three members of the Rosemaur Gallery site management team.  ECC member 
contact details are included in this BEMP.  The ECC will act to ensure that this BEMP is 
reviewed and updated annually.  They are responsible for carrying out all elements of this 
BEMP prior to and during the declared fire danger period.  

Emergency Control Organisation 

The Emergency Control Organisation (ECO) is a structured organisation of staff who take 
command upon the declaration of a bushfire emergency, pending the arrival of the emergency 
services.  

Appropriate people will be appointed to the roles of Chief Warden and Deputy Warden.  The 
Chief Warden and Deputy Warden will also be part of the ECC. 

Other staff are to perform designated ECO roles (e.g. Assistant or Area Wardens) as assigned 
by the Chief Warden.  An Area Warden will be appointed for each of the designated shelter in 
place buildings. 

All staff in designated ECO roles are to be aware of their roles in a bushfire emergency.  All 
people visiting the site must be made aware of these bushfire emergency procedures through 
signage and direct instruction. 

 

4.1 ECO Contacts 
 

Primary ECO Contact:  Chief Warden 

Phone Number (Mobile):   

Secondary ECO Contact:  Deputy Warden 

Phone Number (Mobile):   

Third ECO Contact:  Assistant Warden/s 

Phone Number (Mobile):   
 

During an emergency, instructions given by the Wardens or other ECO member take 
precedence over site activities. 

The Chief Warden and/or Deputy Warden are responsible for the implementation of this 
BEMP, closing the Rosemaur Gallery on days of Code Red FDR and issuing fire safety 
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instructions upon a bushfire response being triggered when the site is occupied (see Section 
12). 

This BEMP is to be reviewed annually, dated and signed by Rosemaur Gallery wardens and 
communicated to all staff.  Responsibility for bushfire preparedness tasks, as delegated by the 
Chief Warden, is shown at Table 1 and responsibility for operation of the BEMP before, during 
and after a bushfire emergency is shown at Table 2. 

 

4.2 Specific tasks and responsibilities 
 
The Chief Warden is to ensure that the following tasks are carried out by other ECO members, 
delegated staff members or accredited external contractors. 

Table 1 – Bushfire preparedness roles and responsibilities. 

Task Frequency Person responsible 

Check CFA website for Fire Danger Rating 
(FDR) for Central District 

Daily Deputy Warden 

Update FDR sign with adjustable pointer 
displayed at main office (see note below) 
and external FDR signs 

Daily Assistant Wardens 

Monitoring of official advice and situational 
awareness 

As specified at Section 10 Deputy Warden or 
Assistant 
Wardens/Staff 

Update Rosemaur Gallery website and 
social media if site is to be closed in 
response to a Code Red FDR  

As required Deputy Warden 

Check availability of static water supply for 
fire-fighting purposes, including outlets and 
fittings accessibility 

At start of fire season and 
monthly during the 
season 

Deputy Warden or 
Assistant Wardens 

Ensure bushfire related signage is visible 
and in good condition 

At start of fire season and 
monthly during the 
season 

Deputy Warden or 
Assistant Wardens 

Inspect and maintain fire extinguishers and 
firefighting infrastructure  

Manufacturer/building 
code specified frequency 

Accredited external 
contractor 

 

Note: The CFA can provide a Fire Danger Rating Sign with adjustable pointer to be located at 
the main office on the site. The FDR pointer is to be updated for each days FDR as appropriate. 
CFA Tourism Business Fire Ready Kit is available at <https://www.cfa.vic.gov.au/plan-
prepare/preparing-your-tourism-business> for further information. 

 

Table 2 - Roles and responsibilities of the ECO staff. 
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Role 
Responsibility 

Pre-emergency Emergency Post-emergency 
Chief 
Warden 
and Deputy 
Warden 
and other 
ECO 
member/s 

Chief Warden or delegate is 
to ensure: 
- Maintain a current 

register of ECO staff 
and replace ECO staff 
when a position 
becomes vacant 

- Ensure BEMP is 
reviewed, updated and 
distributed annually, 
including Narre Warren 
North, Berwick and 
Narre Warren East 
Brigades and CFA 
District 8. Review 
adequacy and 
relevance of BEMP to 
Rosemaur Gallery 
needs and adjust 
procedures/details as 
required 

- Conduct an annual 
bushfire emergency 
information and 
training session with 
staff prior to or early in 
the declared fire 
season. CFA to be 
notified prior and CFA 
observer invited to 
attend training session  

- Ensure new staff are 
appraised of bushfire 
response procedures 
and are aware of their 
roles in the event of a 
bushfire emergency 

- Review adequacy of the 
annual bushfire 
emergency information 
and training session 
with feedback from the 
CFA 

- Monitor Fire Danger 
Rating information 
sources (see Section 7) 

Chief Warden 
- Respond and take 

control, as 
appropriate 

- Ascertain the scale 
and nature of the 
bushfire emergency 
and decide upon 
and implement 
appropriate action 
(see Sections 11 and 
12) 

- Ensure emergency 
services are notified 
if required 

- Ensure that all staff 
and visitors are kept 
informed of the 
situation and all 
persons are 
accounted for 

- Initiate emergency 
procedures for 
emergency 
assembly and 
shelter in place or 
evacuation as 
detailed at Sections 
11, 12. 

- Ensure that all 
persons are 
accounted for and 
the emergency 
procedures are 
enacted 
appropriately 

- Brief emergency 
services of the type, 
scope and location 
of the bushfire and 
act on the senior 
officer’s instructions 

- Any other action 
considered 
necessary or as 

- When the 
emergency is 
considered 
safe ensure 
that all 
persons have 
been 
accounted for  

- Notify 
emergency 
services of all 
people 
accounted for 
or people 
missing 

- Assess 
adequacy of 
bushfire 
emergency 
response 
procedures 
and BEMP. 
Review and 
update as 
appropriate. 
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Role 
Responsibility 

Pre-emergency Emergency Post-emergency 
- Update FDR sign with 

adjustable pointer 
displayed at main office 
as appropriate and 
external signs if in place 

- Update Rosemaur 
Gallery website and 
social media with FDR 
details, including 
closure on days of Code 
Red. 

- Notify all staff and 
potential visitors if site 
is to be closed due to 
forecast Code Red FDR 

- Alert all staff and 
visitors if bushfire is 
detected approaching 
Rosemaur Gallery or a 
warning is received 

directed by 
emergency services 

 
Deputy Warden 

- Assume any 
responsibilities 
normally carried out 
by the chief warden 
if the chief warden 
is unavailable, 
otherwise assist as 
required 

 
Other ECO members: 

- Assist in bushfire 
emergency 
response as 
directed 

 

4.3 Record of BEMP updating, compliance and distribution 
 
This BEMP should be reviewed annually by the Rosemaur Gallery ECC, following any incident 
requiring its use or in response to a significant change that may alter conditions assumed in 
this BEMP.  It is recommended that this BEMP be externally reviewed every five years. 

Table 2 - Updating of BEMP. 

Item Updated Comment 

Version 1.0 Preliminary Draft BEMP - Terramatrix 13/07/2018 v1.0 
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Table 3 - Compliance with BEMP. 

Item Compliance Comment 

Radios test operational   

Siren test operational   

Internal communications warning system within 
buildings is operational 

  

VicEmergency App 10km watch zone installed on all 
ECO mobile phones 

  

BEMP distribution complete and up to date (see 
table below) 

  

Fire extinguishers mounted correctly in correct 
locations and inspections up to date 

  

Smoke alarms are checked and operating   

Debris removed, gutters cleared, drainage system is 
clear 

  

Static water supply is available    

Safety signage in position and in good condition   

 

Table 4 - Distribution of BEMP. 

Item Distributed Version/Comment 

Available in office for all staff to view   

Narre Warren East Fire Brigade 

1315 Wellington Road, Narre Warren East, VIC 3804 
 

 

Narre Warren North Fire Brigade 

413-415 Narre Warren North Road,  

Narre Warren North, VIC 3804 

 

 

Berwick Fire Brigade 

Reserve Street, Berwick VIC 3806 
 

 

CFA District 8 HQ 

Building G Level 2, 45 Assembly Drive, Dandenong 
South VIC 3175 

 
 

City of Casey 

Bunjil Place, Patrick Northeast Drive 
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5 Emergency contacts 

In all emergencies 

(Police, Fire, Ambulance) 
000 

 

In an emergency provide: 

• Type of emergency 
• Your address:  193-209 King Road, Harkaway 
• Nearest cross street: Hilden Drive 
• Map reference:   Melway 109 J12 
 

Install Emergency + App on mobile phone to facilitate provision of location information to 000 
operator. 

 

Name of organisation Office/ contact Phone number 

Rosemaur Gallery On site TBC 

Victoria Police Emergency  000 

Ambulance Victoria Emergency  000 

Country Fire Authority (CFA) Emergency  000 

Country Fire Authority (CFA) 
District 8 Dandenong South 
Office  

(03) 9767 1800 

State Emergency Service 
(SES) 

State Emergency contact 132 500 

City of Casey Switchboard  

8:30AM – 5:00PM: 

(03) 9705 5200 

After hours: 

(03) 9705 5200 – paging service 

Casey Hospital 
62-70 Kangan Drive, 
Berwick, VIC 3806 

(03) 8768 1200 

Park Hill Medical Centre 
(General Practitioner) 

215-225 Parkhill Drive, 
Berwick VIC 3806 

(03) 8790 2111 

Nurse on call Registered Nurse 1300 60 60 24 
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6 Bushfire response plan overview 

  

Preparedness

Situational	awareness

Bushfire
SIGHTING	or	WARNING

ASSESSMENT
Seek	advice	from	emergency	services	on	bushfire	potential	and	

ability	to	evacuate	site	safely	

Immediate	
threat	

Emergency	
services	
advise	to	
evacuate

NO	THREAT	TO	
SITE

Return	to	
normal	

operations

SHELTER-IN-PLACE
and	seek	further	information

Unknown	
level	of	
threat	

Emergency	
services	
unable	to	
advise

THREAT	TO	SITE
Assemble	all	people	at	bushfire	

emergency	assembly	area

Initiate	
EVACUATION

- route	&	
destination	as	
directed	by	
emergency	
services

When	
advised	by	
emergency	services	it	
is	safe	to	evacuate

Review	operation	of	
BEMP	&	procedures	

and	amend	as	
requiredSite	recovery	as	required
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7 Bushfire information sources 

Source Information/Details 

Onsite situational 
awareness 

External visual inspections and monitoring 

Emergency 
Management 

Victoria 
(VicEmergency) 

All emergencies 
website for 

emergency warnings 
for fire, flood, 
storms, power 

outages, hazardous 
material incidents 

and traffic incidents 

www.emergency.vic.gov.au 

 

Hotline: 1800 226 226 

VicEmergency 
communications 

Landline or Mobile 
telephone 

Possible call to landline or text to mobiles 
warning of bushfire emergency 

VicEmergency 
App (with 10km 

watch zone) 

Vic Emergency app 
for bushfire warnings 

and other 
emergencies on 

mobile telephone or 
tablet 

iTunes Store or Google App store 

Emergency 
broadcaster 

Radio 

ABC Melbourne 774 AM, 3AW 693 AM, FOX 
101.9 FM, Gold 104.3.FM, Magic 1278 AM, Mix 
101.1 FM, NOVA 100.3 FM, SEN 1116 AM, Triple 
M 105.1 FM, Classic Rock 91.5 FM, Stereo 97.4 

FM, Plenty Valley 88.6 FM. 

TV  Sky News 

CFA website Online CFA.vic.gov.au 

CFA Facebook 
page 

Online https://www.facebook.com/cfavic/ 

SES Facebook 
page 

Online https://www.facebook.com/vicses/ 

VicEmergency 
Facebook page 

Online https://www.facebook.com/vicemergency/ 

Twitter 
Online or mobile 
telephone apps 

www.twitter.com 

Bureau of 
Meteorology 

Online or mobile 
telephone apps 

www.bom.gov.au 

Department of 
Environment, 

Land, Water and 
Planning. 

Central enquiries (03) 136 186 
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Contact 

Emergency  Triple Zero - call 000 

Bushfire Information 

VicEmergency Hotline - 1800 226 226 
National Relay Service – 133 677 (if you are deaf, hard of hearing or 
have a speech impediment) 

Translating and Interpreting Service – 131 450 

 
The ECO must: 

• Maintain 10km watch zone on mobile telephones* at all times during the declared 
fire season;  

• Ensure that at least one other source of information is continuously or regularly 
monitored;  

• Ensure that the FDR sign with adjustable pointer displayed outside main site office is 
updated with changes in FDR as appropriate, and any other FDR signs onsite 

• Provide a hardcopy/s of this BEMP where staff can access it; 
• Provide a hardcopy/s of this BEMP to local CFA and any other stakeholders as 

appropriate (e.g. Casey City Council emergency management staff) (see Section 4.3); 
and 

• Provide a hardcopy of emergency contacts accessible to staff. 

*Mobile telephone coverage for the major service providers indicates that 193-209 King Road 
has the following coverage: 

Vodafone: Coverage is indicated as 4G. 

Optus: Coverage is indicated as marginal. 

Telstra: 4 GX coverage over region. 

The ECO must ensure that all mobile phones with the Vic Emergency App and 10km watch 
zone have good reception throughout the site.  Where indoor reception may be inadequate, 
an external antenna should be installed. 
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8 Planning and preparation 
Prior to the declared Fire Danger Period: 

Prior to the commencement of the declared Fire Danger Period for the City of Casey the Chief 
Warden will ensure that: 

• This BEMP is reviewed and distributed to all staff and relevant external stakeholders 
(see Section 4.3); 

• The Vic Emergency App is installed and updated on all ECO mobile telephones and a 
10 km watch zone established; 

• Appropriate staff have been assigned to roles as Deputy Warden(s) and all positions 
are rostered to be filled on days the site is occupied during the fire danger period; 

• Appropriate training of the ECO and all staff has been conducted; 
• All emergency signage is in place and in good condition including the FDR sign with 

adjustable pointer displayed at office (to be obtained from the CFA); 
• All staff are aware of their role in the event of a bushfire emergency; 
• A means of alerting all staff (i.e. personal radios or siren) in the event of a bushfire 

emergency is available and staff are proficient in its use; 
• All fire extinguishers and other firefighting equipment have been serviced and are 

fully operational; and 
• Static water supplies are full and accessible by the fire service. 

During the declared Fire Danger Period: 

Throughout the declared Fire Danger Period in the City of Casey, the Chief Warden will ensure 
that: 

• The forecast FDR is checked daily during the Fire Danger Period, the appropriate 
response is activated for the FDR, and staff and patrons are notified; 

• Forecast of a Code Red FDR will activate planning for closure of the facility for those 
days; 

• All staff and visitors are aware of bushfire emergency arrangements; and 
• Ensure defendable space around buildings (especially shelter-in-place buildings) is 

maintained to required standard and ensure there is no build-up of rubbish etc. 
around buildings. 

 
Upon notification of an elevated Fire Danger Rating for the Central District: 

Upon the forecast of a Very High or Severe FDR, the Chief Warden will ensure that: 

• All staff are aware of elevated bushfire danger on those days; 
• The FDR sign with adjustable pointer displayed at office and any external signage is 

adjusted to display the appropriate FDR for the day; 
• Bushfire information sources are monitored as appropriate (see Sections 7 and 10); 

and 
• All staff and visitors are aware of bushfire emergency arrangements. 
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Upon the forecast of a Total Fire Ban (TFB) or Extreme FDR, the Chief Warden will ensure 
that: 

• All staff are aware of elevated bushfire danger on those days; 
• The FDR sign with adjustable pointer displayed at office and any external signage is 

adjusted to display the appropriate FDR for the day; 
• Bushfire information sources are monitored as appropriate (see Sections 7 and 10); 
• All staff and visitors are aware of bushfire emergency arrangements. 

Upon the forecast of a Code Red FDR the ECO will ensure that: 

• Rosemaur Gallery facilities are closed and the site is not occupied on those days and 
that information is placed on the Rosemaur Gallery website and social media. 

Site bushfire emergency safety features 

The nature of the Rosemaur Gallery business means that visitors of varying capability may be 
distributed throughout the site at the time that a bushfire emergency is detected and the 
notification to assemble and then either shelter in place or evacuate is given.  
 
The following arrangements must be established and maintained: 

• A siren or comprehensive personal radio network for all staff on site to warn of the 
need for emergency assembly; 

• Emergency assembly points with appropriate signage at the gallery buildings; 
• Signage on access tracks throughout the site providing directions to the emergency 

assembly points; and 
• Signage identifying the designated emergency assembly points. 
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9 Training 
It is anticipated that a total of approximately 30 staff will be onsite when the gallery is 
operating. Permanent and casual staff will be provided with training in the use of site 
equipment, augmented by bushfire response training as follows. 
 
A training and information session involving all staff is to be conducted before the start of the 
declared Fire Danger Period.  A practice emergency assembly and shelter in place response is 
to be conducted and all staff informed of: 

• This BEMP and the Emergency Control Organisation; 
• Procedures for the assembly and subsequent shelter in place or evacuation of 

visitors from Rosemaur Gallery; 
• Their role in the emergency assembly and subsequent shelter in place and 

evacuation procedures; and 
• Bushfire emergency notification procedures either by means of personal radios or 

siren or other means. 

The CFA is to be notified of the date and time of the practice emergency assembly and a CFA 
observer invited to attend. 
 
During site operations, staff and visitors will be dispersed throughout the site, site buildings 
and carparking areas. ECO members and staff should be trained to perform the following 
duties in the event of a bushfire emergency: 

• Notifying persons throughout the site that they should proceed to the emergency 
assembly/shelter in place locations; 

• Assisting people at Rosemaur Gallery to gather at the shelter in place locations; 
• Supervising people sheltering in place at the designated locations: 

o Preparing the buildings for bushfire impact 
o Managing people sheltering in the buildings 
o Patrolling inside of building for ember ignitions 
o Responding to fire penetration 
o Communication protocol with Chief Warden; 

• Safe operation of fire fighting equipment; and 
• If directed to do so, evacuating the site and proceeding to a safer place (depending 

on advice from emergency services). 

The nature of the site activities and dispersal of visitors throughout the site makes the role of 
staff critical in assembling visitors to shelter in place or evacuate the site.  
 
All staff should be aware of, and capable of performing, all designated roles.  This training 
must form part of the induction process for new and casual staff. 
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Map 1 – Bushfire Emergency Management Plan.  
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10 Situational awareness 
Throughout the declared Fire Danger Period, ECO members or other staff designated by the 
ECO are required to check the FDR forecasts and Total Fire Ban (TFB) status for the next four 
days and plan site activities accordingly and advise the ECO and other staff.  
 
The four-day FDR forecast available from the CFA enables site activity planning and facilitates 
early notification of site closure or restrictions to patrons and staff.  Notification of closure is 
to be published on the Rosemaur Gallery website and social media.  The FDR sign with 
adjustable pointer displayed in the office, and any external site signage, is to be adjusted to 
display the day’s FDR. 
 
During the fire danger period ongoing monitoring for fire activity is required.  The following 
monitoring plan sets the minimum requirements. 
 
A 10km watch zone around Rosemaur Gallery is to be established on all ECO mobile 
telephones using the VicEmergency App.  Bushfire awareness should be assessed against 
Trigger Points detailed at Section 12.1. 
 

Activity Description Frequency Responsible 

Days Forecast Low-Moderate, High or Very High Fire Danger Rating 

Monitoring 
Monitor VicEmergency App or Emergency 
Victoria website for fire activity 

Daily 
Deputy Warden 
or Assistant 
Warden 

Visual 
assessment 

Situational awareness of local area for smoke 
or fire 

As part of 
normal site 
activities 

Deputy Warden 
or Assistant 
Warden 

Days forecast Severe or Extreme Fire Danger Rating 

Monitoring 
Monitor VicEmergency App or Emergency 
Victoria website for fire activity 

Every hour 
(minimum) 

ECO members 
or designated 
staff members 

Visual 
assessment 

Situational awareness of local area for smoke 
or fire 

Continuous ECO and all staff 

Days forecast Code Red Fire Danger Rating 

Site is closed and not to be occupied. 
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Notification of closure due to forecast Code Red FDR during the next four days should be 
published on the Rosemaur Gallery website and social media as soon as the forecast is 
received. 
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11 Response to bushfire alert 
Response to public information and alerts or observed fire activity: 

As soon as any staff member becomes aware of an Advice, Watch and Act or Emergency 
Warning (see Appendix 1), or smoke or bushfire activity within 10km (see Map 2) the Chief 
Warden or Deputy Warden must be notified.  It is important to note that an official warning 
may not be issued. 

Activity Description Responsible 

Notify Chief Warden 

Notify the Chief Warden or Deputy Warden as soon 
as there is awareness of any smoke or fire activity in 
the area or an Advice, Watch and Act or Emergency 
Warning is issued. 

All staff 

Assess the situation 
Chief Warden or Deputy Warden must assess the 
bushfire situation (see Section 12 for Trigger Points) 
to decide the appropriate action. 

Chief Warden 
or Deputy 
Warden 

Initiate BEMP 
response 

Chief Warden or Deputy Warden takes charge of 
incident and initiates bushfire emergency response as 
appropriate. 

Chief Warden 
or Deputy 
Warden 

Contact CFA Call CFA and seek further information and advice. 
Chief Warden 
or Deputy 
Warden 

If a threat to site (as determined with reference to the Trigger Points at Section 12) exists: 

Emergency assembly 
All visitors to assemble at shelter in place with 
assistance of staff. 

All staff 

Advise all persons on 
site of response 

Account for all visitors on site and advise all of the 
need to respond to the bushfire and initiate shelter in 
place response (or evacuation if advised by 
emergency services). 

Chief Warden 
or Deputy 
Warden 

Staff and ECO 
members to perform 
shelter in place or 
evacuation roles 

Staff to direct visitors to shelter in place locations or if 
advised by emergency services, evacuate in their own 
vehicles. 

ECO 
Members and 
staff 

Staff and ECO 
members to shelter 
in place  

Staff and ECO members to shelter in place.  

Monitor 
Continuously monitor and check the CFA website, 
local radio and/or VicEmergency for status updates 
on the bushfire. 

ECO 
Members 
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12 Bushfire threat assessment 
The Chief Warden must assess the bushfire situation, in particular how a bushfire may affect 
the site.  It is important to realise that an official warning may not be issued.  The following 
factors must be considered when assessing the situation and deciding on appropriate action: 

• The location of the fire, including the distance and direction from Rosemaur Gallery 
site (see Section 12.1); 

• The nature and type of warning issued by emergency authorities – See Appendix 1 
• The fire weather (this will determine the severity and speed of the fire) and the FDR 

for that day; 
• The prevailing wind (is the wind blowing the fire in a direction that will impact the 

Rosemaur Gallery and/or the evacuation route?); 
• The time required for all site occupants to assemble, evacuate and travel to a safe 

location (note that spotting may occur several kilometres ahead of the main fire 
front); and 

• Information from emergency services, including official warnings (VicEmergency 
App, VicEmergency website, 000).   

Depending on the nature of the warning, receipt of an Advice notice from emergency 
authorities or awareness of a bushfire within 10km may not require immediate action other 
than enhanced monitoring (details of the types of warnings and their meanings are given at 
Appendix 1). However, there are circumstances in which action should be taken.  These 
circumstances are Trigger Points for a BEMP response as detailed at Section 12.1. 
 
Due to the potential danger to visitors and staff evacuating through hazardous vegetation or 
blocking King Road to emergency service vehicles, if no advice is available from emergency 
services, the default position is to shelter in place until advised it is safe for people to leave 
the site. 
 
Summary of response following a bushfire alert: 

Fire poses no or insignificant threat  Continue normal activities and monitoring. 

Advice warning OR fire in the area 

Assess the situation against Trigger Point criteria (see 
below); seek further advice on fire threat; notify staff; 
ensure egress routes are clear of obstruction and 
prepare for possible shelter in place response or 
evacuation; continue monitoring. 

Watch and Act Warning OR there is a 
fire that may pose a threat within 10km 

Assess the situation against Trigger Point criteria; 
ensure all staff are aware of the situation; close the site 
to further visitors; contact CFA to seek further advice 
on bushfire. 
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Emergency Warning OR fire within 2km  
Trigger Point 3 - Declare bushfire emergency, 
commence shelter in place response, contact CFA to 
seek further advice. 

 
The potential exists for a bushfire that has started locally to approach Rosemaur Gallery from 
any direction even on days of low-moderate fire danger, with potentially limited warning 
times.  Under these circumstances, shelter in place response must commence immediately.  

 

12.1  Trigger points 
The assessment of bushfire threat can be a complex process involving knowledge, training and 
judgment in a potentially stressful situation.  To provide a structured and simplified response 
to bushfire threat, Trigger Points at which specified action should be taken are provided. Map 
2 shows the significant distances as circles around the site to assist in determining bushfire 
threat. 

This Trigger Point process may not capture all circumstances of bushfire approach that 
Rosemaur Gallery may face and judgement and responses should always err on the side of 
safety.  At lower FDRs, the bushfire response should be based on CFA advice. 

FDR – High, Very High, Severe or Extreme 

 Description Action 

Trigger Point 1 

Uncontrolled 
bushfire within 10km 
from northwest to 
northeast and to 
southeast 

Notify all staff, continue monitoring. 

Trigger Point 2 

Uncontrolled 
bushfire within 5km 
from northwest to 
northeast and to 
southeast 

Notify all staff, continue monitoring, ensure the 
total number of people on site, including patrons 
and staff, does not exceed the capacity of the 
designated shelter in place buildings. 

Trigger Point 3 
Uncontrolled 
bushfire within 2km 
in any direction 

Notify all staff, continue monitoring, ensure the 
total number of people on site, including patrons 
and staff, does not exceed the capacity of the 
designated shelter in place buildings. Commence 
shelter in place procedures. Evacuation only to 
occur on the advice of Emergency Services. 

 
Due to the urban areas within 10km of the site, the potential for multiple warnings means 
that the VicEmergency App installed on all ECO mobile telephones should be filtered to 
include Advice and the type of incidents filtered to include Bushfire and Grassfire; other fire 
types can be filtered out to minimise the number of warnings.  
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Map 2 – 2km, 5km and 10km bushfire awareness zones. 
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13 Designated bushfire shelter in place locations 
In the event of a bushfire approaching Rosemaur Gallery and the declaration of a bushfire 
emergency by the Chief Warden or Deputy Warden, everyone is to re-locate to the designated 
shelter in place buildings.  Evacuation of the site should only be undertaken upon official 
advice of emergency services.   

All people will: 

• Ensure that everyone has been accounted for; 
• Follow instructions from the ECO, designated staff or emergency service; 
• Commence shelter in place response as instructed; and 
• Re-locate from throughout the site and shelter in the designated shelter in place 

locations (i.e. in the gallery buildings).  

The gallery buildings are the designated shelter in place locations.  The capacity of each 
building has been determined based on 1.5m2 of floor space per person.  The three gallery 
(and restaurant) buildings, combined, have a predicted useable space (excluding art deliveries, 
art storage areas, plant/services rooms, private apartments, toilets, or kitchens) of 2,100m2, 
allowing for the shelter of up to 1,400 people.  

The theoretical total capacity for shelter in place capacity is 1,400 people; the maximum 
number of people on the site has been set at 610 people (staff and visitors). The shelter in 
place capacity can accommodate the maximum numbers of people on the site with no issue. 

Each shelter in place building is to be under the control of the Chief Warden or Deputy 
Warden, who will be assisted by other trained staff members.  Visitors and staff will remain 
inside the shelter in place buildings until emergency services have advised that it is safe to 
leave.  

Chief Warden and staff will: 

• Prepare the buildings for bushfire impact (see below) 
• Manage people sheltering in the buildings providing reassurance and any 

information available 
• Ensure all people are sheltering inside the building during the period at which fire is 

active in proximity to the site 
• Patrol inside of buildings for ember ignitions and respond to fire penetration if 

required  
• Upon direction from the Chief Warden, organise evacuation of the site when safe to 

do so 

Preparation for bushfire impact (to be adapted to building and site features) 

• If safe to do so, move combustible or flammable objects (e.g. fibre doormats, cars, 
outdoor furniture, shade sails, ornamental plants, packaging or rubbish etc.) away 
from the shelter in place buildings  

• Close all windows and doors and shelter away from windows 
• Block all gaps around doors and windows with wet towels 
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• Close curtains and blinds but monitor external conditions 
• Turn off gas appliances if present (and turn off gas at the external supply point if 

possible)  
• Move portable furniture and fittings within the buildings to maximise useable floor 

space 
• Wardens and other designated staff to monitor building occupants, external 

conditions and patrol for ember ignitions 
• Chief Warden or Deputy Warden to stay in contact with emergency services and 

regularly brief staff and visitors 

Fire penetration response 

• Should a shelter-in-place building ignite during a bushfire, the Wardens and staff 
should: 

• Notify the Chief Warden and call 000 
• Move occupants in immediate danger  
• Attempt to extinguish the fire with fire extinguishers and available fire fighting 

equipment 
• If the fire cannot be extinguished, evacuate residents to other shelter-in-place 

buildings or the open air if safe to do so 
• Monitor the situation and keep the Chief Warden informed of the situation 
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14 Evacuation procedures 
Rosemaur Gallery evacuation procedures will be initiated as soon as the Chief Warden decides 
it is appropriate based on official advice from emergency services (see Section 12.1).  
 
On days of Very High FDR and above, in the event of a large fire in the wider area (as 
determined from the VicEmergency website or other information sources) advice should be 
sought from the emergency services to determine whether it is safe to evacuate the site to a 
lower threat place.  
 
Instructions to evacuate, following official advice from emergency services, are to be given 
after all people on site have assembled at the shelter in place locations.  Evacuation of the site 
is to be carried out by means of visitors’ and staff members’ own vehicles.  The ECO is to 
ensure that any person without transport is included in the evacuation, and any person with 
special needs is catered for. 
 
The Rosemaur Gallery shelter in place locations are the gallery buildings (see Map 1). 
 
ASSEMBLY AND SHELTER IN PLACE OR EVACUATION PROCEDURES 

Activity Description Responsible 

Declaration of 
bushfire 
emergency 

The Chief Warden or Deputy Warden shall instruct all 
people to the designated bushfire shelter in place locations, 
followed by the declaration of a bushfire emergency. 

Chief Warden or 
Deputy Warden 

Sound warning 
by siren or 
radio 

Staff to notify visitors of need to assemble at shelter in 
place locations, assist visitors to shelter in place locations. 

Staff 

Assemble all 
staff and 
visitors 

All staff and visitors to assemble at the designated shelter 
in place locations.  Everyone should remain at the shelter 
in place locations, until otherwise directed by the Chief 
Warden or Emergency Services. 

All staff & 
visitors 

Account for all 
people 

Ensure all staff and visitors are accounted for and their 
location known. Advise Chief Warden of anyone 
unaccounted for. 

Deputy Warden  

Shelter in place 
or evacuate the 
site  

Advise everyone of shelter in place procedure or advise to 
evacuate following advice from Emergency Services and 
commence response with direction of visitors by staff. 

Chief Warden 

Shelter in place 
or evacuate the 
site 

Staff to shelter in place or evacuate the site following 
advice from Emergency Services. 

Chief Warden 
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Activity Description Responsible 

Monitor the 
situation 

Continuously monitor and check the CFA website, local 
radio and/or VicEmergency App for status updates on the 
bushfire and communicate to staff. 

ECO staff 

Respond to 
Emergency 
Services 

Follow advice of Emergency Services if attending. Everyone 

 

Evacuation destinations: 

Rosemaur Gallery is accessed from King Road, a single road to/from Harkaway to the west.  In 
the event of a bushfire nearby or impacting the site, emergency vehicles may be using King 
Road.  Any evacuation of the site should be at the advice of emergency services only, in order 
to avoid impeding emergency vehicles. 

Evacuation of Rosemaur Gallery is to be in staff and visitors’ personal vehicles. 
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15 Response to a bushfire ignition on site 
There is potential for a fire to start on site during the normal operation of the Rosemaur 
Gallery.  Upon detection of an ignition on site, the Chief Warden and staff must: 

• Identify the location and extent of the fire and notify ECO and all staff; 
• Move visitors away from the affected/immediately threatened area; 
• Attempt to extinguish the fire only if safe to do so; 
• Call emergency services: 000; 
• Commence assembly of all visitors at the shelter in place locations; 
• Monitor the situation; and 
• Shelter in place if required. 

If the fire cannot be immediately suppressed, the Chief Warden must: 

• Commence emergency procedures to assemble visitors and shelter in place; 
• Be cognisant of the imminent arrival of emergency services vehicles and their need 

for unimpeded movement through the site;  
• Respond to the directions of emergency services; and 
• Obtain direction from emergency services to whether it is advisable to evacuate 

visitors from the site or continue to shelter in place. 
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16 Recovery 
Once notified by emergency services that the bushfire danger has passed and that conditions 
are safe, the Chief Warden will determine the appropriate recovery actions based on advice 
from emergency services and the circumstances following the event.  

The CFA is to be consulted regarding the adequacy of bushfire response measures and the 
effectiveness of this BEMP, and invited to attend post-incident debriefs and analysis. 

Condition 1 – Rosemaur Gallery has not been impacted by bushfire and can recommence 
operations without loss or damage: 

o As soon as practical after the event, a staff debrief is to be held to discuss the 
procedures, their outcomes and identify any areas for improvement; 

o Resources to support staff should be made available, e.g. counselling if required; 
and 

o ECC to review and update the Bushfire Emergency Management Plan as appropriate. 

 

Condition 2 – Rosemaur Gallery has been impacted by bushfire but facilities are recoverable 
and business continuity is possible following repair and recovery: 

o Site safety to be assessed including fire damaged trees to be inspected by a qualified 
arborist; 

o As soon as practical after the event, a staff debrief is to be held to discuss the 
procedures, their outcomes and identify any areas for improvement; 

o Resources to support staff should be made available, e.g. counselling if required; 
o ECC to review and update the Bushfire Emergency Management Plan as appropriate 

including feedback from the CFA; and 
o Clean up and repair as required. 

 

Condition 3 – Rosemaur Gallery has been catastrophically impacted and all facilities are 
damaged or destroyed. Immediate or short term business continuity is not possible. 

o Resources to support staff should be made available, e.g. counselling if required; 
and 

o ECC to review and update the Bushfire Emergency Management Plan as appropriate 
including feedback from the CFA. 
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Appendix 1 Fire Danger Ratings and alerts 
This Appendix provides information regarding FDR and the type and nature of official warnings. 
Refer to Sections 11 and 12 for appropriate responses to warnings and alerts in relation to the 
FDR. 

From the Victorian Bushfire Handbook Edition 5.1 December 2016: 

STAY AWARE OF THE FIRE DANGER RATING AND KNOW WHAT TO DO.  

 

 

The Fire Danger Rating predicts how a fire would behave if started, including how difficult it 
would be to put out.  

The higher the rating, the more dangerous the conditions. The rating is your trigger to act, so 
to stay safe you need to stay aware of the Fire Danger Rating in your district.  

During the fire season, the Fire Danger Rating will feature in weather forecasts, be broadcast 
on radio and TV, and appear in some newspapers.  

It can also be found on the websites of CFA, Department of Environment, Land, Water and 
Planning and Bureau of Meteorology, by calling the Vic Emergency Hotline on 1800 226 226 
or via National Relay Service on 1800 555 677.  

 

 WHAT DOES IT MEAN? WHAT SHOULD I DO? 

 

Ø These are the worst 
conditions for a 
bush or grassfire.  

Ø Homes are not 
designed or 
constructed to 
withstand fires in 
these conditions.  

Ø The safest place to 

Ø Leaving high-risk bushfire 
areas the night before or early 
in the day is your safest option 
– do not wait and see.  

Ø Avoid forested areas, thick 
bush or long, dry grass.  

Ø Know your trigger – make a 
decision about:  

- when you will leave 

Code Red 
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be is away from 
high- risk bushfire 
areas.  

- where you will go 
- how you will get there 
- when you will return 
- what you will do if you 

cannot leave.  

 

EXTREME 

Ø Expect extremely hot, dry 
and windy conditions.  

Ø If a fire starts and takes 
hold, it will be 
uncontrollable, 
unpredictable and fast 
moving. Spot fires will 
start, move quickly and 
come from many 
directions.  

Ø Homes that are situated 
and constructed or 
modified to withstand a 
bushfire, that are well 
prepared and actively 
defended, may provide 
safety.  

Ø You must be 
physically and mentally 
prepared to defend in 
these conditions.  

Ø Consider staying with your 
property only if you are 
prepared to the highest 
level. This means your 
home needs to be situated 
and constructed or 
modified to withstand a 
bushfire, you are well 
prepared and you can 
actively defend your home 
if a fire starts.  

Ø If you are not prepared to 
the highest level, leaving 
high- risk bushfire areas 
early in the day is your 
safest option.  

Ø Be aware of local 
conditions. Seek 
information by listening to 
ABC local radio, 
commercial and 
designated community 
radio stations, or watch 
Sky News TV, visit 
cfa.vic.gov.au, call the Vic 
Emergency Hotline on 
1800 226 226 or via 
National Relay Service on 
1800 555 677.  

SEVERE 

Ø Expect hot, dry and 
possibly windy 
conditions.  

Ø If a fire starts and takes 
hold, it may be 
uncontrollable.  

Ø Well prepared homes 

Ø If Well-prepared homes 
that are actively defended 
can provide safety - check 
your Bushfire Survival Plan.  

Ø If you are not prepared, 
leaving bushfire- prone 
areas early in the day is 
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that are actively 
defended can provide 
safety.  

Ø You must be 
physically and mentally 
prepared to defend in 
these conditions.  

your safest option.  
Ø Be aware of local 

conditions. Seek 
information by listening to 
ABC local radio, 
commercial and 
designated community 
radio stations, or watch 
Sky News TV, visit 
cfa.vic.gov.au, call the Vic 
Emergency Hotline on 
1800 226 226 or via 
National Relay Service on 
1800 555 677.  

VERY HIGH Ø If a fire starts, it can most 
likely be controlled in 
these conditions.  

Ø Be aware of how fires can 
start and minimise the 
risk.  

Ø Controlled burning off 
may occur in these 
conditions if it is safe – 
check to see if permits 
apply.  

Ø Check your Bushfire 
Survival Plan.  

Ø Monitor conditions. Action 
may be needed.  

Ø Leave if necessary.  

HIGH 

LOW- 

MODERATE 

 
There are three different levels of warning: 

 ADVICE 
• An incident is occurring or has occurred in the area 
• Access information and monitor conditions 

 WATCH AND ACT 
• An emergency is heading toward you 
• Conditions are changing and you need to take action now to protect yourself 

and your family 
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 EMERGENCY WARNING 

• You are in imminent danger and need to take action now 
• You will be impacted 

 

These warnings may be supplemented by additional messages such as ALL CLEAR, 
COMMUNITY UPDATE and RECOMMENDATION TO EVACUATE. 

It should be noted that official warnings should not be relied on. Emergency incidents can start 
quickly and threaten lives within minutes. If warning is received or danger observed it should 
be acted upon without waiting for an official warning. A bushfire can occur on lower threat 
days and conditions can change rapidly – awareness of fire activity is required regardless of 
the FDR. 

The CFA can provide a Fire Danger Rating Sign with adjustable pointer for the office. Similar 
external signage for visitors should be considered.  The FDR pointer is to be updated for each 
FDR day as appropriate. CFA Tourism Business Fire Ready Kit is available at 
<http://www.cfa.vic.gov.au/plan-prepare/fire-ready-kit/> for further information. 


