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Quick Guide for Submitting an Emergency Building
Evacuation Report in S.A.R.A.H.

1. Select the OHS Tile in your my.monash webpage.

2. Select Conduct workplace inspections.

OHS
| want to
Access SARAH/+ Access information Get training
Report a hazard or incident A-Z of health and safety OHS training
Conduct risk assessments Chemwatch - safety data sheets Staff OHS induction (mandatory)
Event risk management planning Defibrillator locations
Conduct workplace inspections OHS contacts
Modify safety role allocations OHS intranet

Feedback and support

Manage pre Nov-22 hazardfincident in
SARAH

Quick Guide for Submitting an Emergency Building Responsible Officer: Health, Safety & Wellbeing Manager Page 1 of §
Evacuation Reportin S.ARAH., v2

Date of first issue: 2018 Date of last review: May 2023 Date of next review: 2026



3. Then select the Building Emergency Evacuation Record icon.

S MONASHUnvesty - Checklists & Inspections Library

£ Back

4. Start completing the report by entering the building location. First select campus, then
commence typing in the address and it should pop up. (e.g. 14 Rainforest Walk).

Note:

If your building EWIS panel is linked up to more than one building, it is important that
you record all the building locations in this report to ensure evacuation reports for
every building are recorded. There are additional drop-down boxes available to enter
more building locations if needed.

SMONASHUnvessty - Checklist/ Inspection - Building Evacuation Record (v2.5.1)

Template Attach Non-Conformant Help

Find Location

— Enter the location name or select the location from the dropdown/text box:

ﬁ [OCtayton -]

((Oclayton - 13 Rainforest Walk - Green Chemical Futures (86] 7|
[©OEnter a keyword

d or click the arrow to select ]

Current Result

Clayton -> Clayton - 13 Rainforest Walk - Green Chemical Futures (86)
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5. Fill in the information on pages 1- 5. Select the next page by clicking “Next” at the
top of the page.

Checklist / Inspection - Building Evacuation Record (v2.5.1)

& Back B orait @swmic  GPrevious Next Serint Btempiate  Datach @ Non-Conformant  Help

Click edit button to the right to change this message

e Information

Enter the Actual Start and End Date for the Checklist / Inspection
Actual Start Date: |21/0412023 | ] Actual End Date: |21/0412028 | ]

I What was the type of evacuation?

‘Genuina emergencylfalse alam v‘

I What was the most applicable cause/intended scenario of the evacuation?

‘Fau\ty fire detection systems v‘

I What time was the first tone (either alert of evacuate) sounded for this evacuation? 24h format (HH:MM)

6. When answering each question, detail any findings/observations and if necessary
assign tasks for action

7. You can assign to the most appropriate Person Responsible to complete the task.
You will be required to enter the finding, an action item, category and description,
together with a due date

hecklist / Inspection - Building Evacuation Record (v2.5.1)

€ Back A ratt @swmic Gprevious Next 5 Print Btempate  Pacach @ Non Conformant (@ Help

Mobility-impaired assistance

I were mobility-impaired persons involved in the evacuation (if not present please select not applicable)?

Findings/Observations Add Attachment Action Item Person Responsible % Completed
OYes [ Select the Category — v 10
o a8 ==
() Not Applicable (N/A) - ﬁ

v + X U v
Were mobility-impaired persons effectively evacuated from the building?
Findings/Observations Add Attachment Action Item Person Responsible % Completed
®Yes [=Select the Category — v 10
Ot [+
O Not Applicable (N/A)
v + X Uy

Were any mobility-impaired persons who remained in the building assisted to a fire-isolated stairwell or similar?

Findings/Observations Add Attachment Fire secured locations can

OYes include fire stairwells

ONo g

O Not Applicable (NA)
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Once you have completed the report, you can select the submit

button for it to be

submitted and assigned tasks to be sent by email to the Person/s Responsible. If you
need to consult before assigning tasks, you can leave the report in draft form, edit it

and submit later.

Checklists & Inspections

Once you have submitted your report, or saved it in draft, you can access it by
selecting the Audit Register Module.

< Back B Drait @& submit

Gprevious Next A Print Btempte  Datach @ NonConformant  Help
Work Environment
I Are lighting levels adequate?
Findings/Observations Add Attachment Action ltem Person Responsible % Completed e . absence of glare fiom
[~ Selectthe Category — v || windows onto screens
C:) Action required g Do Dato
© Action not required
5 T
v + X QoY
Is the temperature maintained to a comfortable level?
Findings/Observations Add Attachment Action ltem Person Responsible % Completed (19 - 23 degrees)
[=Selectthe Category — v [ 10
+
) Action required e Date
® Action not required
¥ + x Qv
Is the workstation is located away from sources of loud noises and distractions?
Findings/Observations Add Attachment eg
- appliances/equipment/activ
O Action required g i P
O Action not required
v

| Dashboard

Good morning John Incident/Hazard Register

A seif Assessment Tool off line a PDF copy is available on the OHS Website

* Youhave been delegated WHSM authority by Please select a Monash supervisor ... (Unspecified Primary
Location), Please select a Monash supervisor ... (Unspecified Primary Location)

+ You have been delegated IM authority by Please select a Monash supervisor .., Please select a Monash supervisor

View and manage reported Incidents/Hazards

* You have been invited to 10 WHS Risks to Peer Review.
You have 6 WHS Risks Peer Review to complete.

* You have 4 Tasks to perform.
You have 1 New OHS.

* Youhave 10pen OHS
ou have 1 New Fvironmental Incident.

Compliance Register

View and manage your Compliance obligations View and manage your Alerts

Checklists & Inspections Analyse Data Audit Setup System Maintenance

Perform checks and inspections. Analyse my data Configure and maintain Audits Configure and maintain the system

Audit / Checklist Register

Manage and schedule Audits & Checkists

Event Risk Management Plan

Request a Event Risk Management Plan

Roles Positions

View and assign peaple to roles and positions.

Audit/ Checklist Register

& Back '_.E)Schedule lem CReflesh  [£]Export nHelp + New
Audit Register u Audits Requiring Action u Audits to Conduct u Checklists & Inspections ‘
Al
Ref. Status Checklist Name: Location Business Unit Auditor / Submitter Submitted Date Commands
kL] Cancelled 2017 - Building Evacuation Drill Report v0.3 Clayton - 30 Research Way - Buildings & Property 56 (56) MONASH UNIVERSITY
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How to access the Emergency Building Evacuation
report and assigned tasks

1. The Person Responsible can access their assigned task by going into S.A.R.A.H. via
the my.monash portal. If there are tasks assigned to a person, they will be in “my
tasks” as highlighted below.

0+80

€ Back C schedule . Filter CiRefiesh  [Export () Help + New

Checklists & Inspections |

Location Business Unit Auditor / Submitter Submitted Date Commands

Clayton - 30 Research Way - Buildings & Property 56 (56) MONASH UNIVERSITY

2. The Person Responsible can view their task list in “My tasks” to report on the action
status (% compliance) and close off when a task is completed by ticking the
completed box.

£ Back e Refresh B Save ﬁPrinl m Export OHe\p
Task / Action Description Overdue Due Date Commands % Complete Completed?
26042023 v 0 v% a
28/04/2023 50 v% O
signment of risk owners if the previous person leaves is a worthwhile enhancement. 30/06/2023 0 v % O
Iher the safety system can be modified/updated. 30/06/2023 50 v % O

3. When all assigned tasks are completed, the Building Evacuation report will be
transferred from open reports to closed reports in the ‘Checklist and Inspections
tab’ in the Audit register.
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