FIRE ACTION
On Hearing the Fire Alarm
On the sounding of the fire alarm at Gates of Hertford all staff, visitors and contractors must immediately evacuate the building by the nearest safe exit.

Close all doors on the way out and do not stop to collect personal belongings.


You are expected to make your

way to the Assembly Point at:   
All persons must stay at the Assembly Point until there has been a full roll call to ensure everybody is accounted for.  People will only be allowed to re-enter the building when instructed to do so by the Fire Brigade. 
If You Discover a Fire or Smoke

1.
Leave the fire area alerting people as you evacuate.


2.
Operate the nearest fire alarm call point.


3.
Close doors behind you.


4.
Evacuate the building by the nearest safe exit.


5.
Report your findings to a member of the Fire Marshal Team who will call the Fire Brigade.


Only attempt use of a fire extinguisher if it is safe to do so and if you have been fully trained.
     Do not re-enter the building until instructed to do so.


Follow the instructions of your Fire Marshal Team.

YOUR FIRE MARSHALS ARE

XXX
Gates of Hertford 
Fire Evacuation Procedures

AREA FIRE MARSHALS       On Hearing the Fire Alarm
· Ensure your floor/area is fully evacuated. Check all rooms, including toilets, unlocked storerooms etc.

· When you have completed the search leave the building by a safe exit route ensuring all doors are closed behind you.

· Any persons unable to be evacuated from the building should, if possible, be escorted to a place of relative safety. (Persons should never be left alone in this situation).
· The Senior Fire Marshal must be informed of the situation as soon as possible.  

· When exiting the building it is very important that you report to the Senior Fire Marshal.  They will need to know from every Area Fire Marshal the situation on their floor/ area (area clear, personnel that you cannot account for; persons still remaining in the area.)

· Keep everyone together; do not allow members of staff to wander off.  Start re-occupying the building only when instructed to do so by the Fire Brigade.
If you discover fire or smoke
1.
Leave the fire area alerting people as you evacuate.

2.  Operate the nearest fire alarm call point at your first opportunity.

3.  Close doors behind you when all persons have cleared area.

4.
Evacuate the building by the nearest safe exit.

5.
Report your findings to a member of the Fire Marshal Team and ensure the 
     Fire Brigade is called:    Dial 999- ADDRESS- Fire at-  Gates of Hertford









      Gascoyne Way
                                                                                                    Hertford
                                                                                                    Herts
                                                                                                    SG13 8EL
6.  Only attempt of use a fire extinguisher if it is safe to do so and you have 
      been fully trained.

7.  Do not re-enter the building until instructed to do so by the Fire Brigade.

KEEP YOURSELF SAFE!

· When the alarm sounds alert others before they ask questions.

· Walk don’t run. People who run don’t get time to think.

· Feel all closed doors prior to going through, heat means fire.

· Smoke kills! Always evacuate away from smoke.

· If a person refuses to leave, tell them they must do so and move on.

· You only have 2 1/2 minutes to a place of safety, don’t waste it.

· Report to the Senior Fire Marshal at the assembly point (they need information.)
· Fire Extinguishers may only put out small fires, evacuate first.
                        Never go back for any reason !
THE SENIOR FIRE MARSHAL

On the sounding of the fire alarm the Senior Fire Marshal will
· Proceed to the Fire Panel to ascertain the area effected.
· Collect visitor information and emergency information. 
· Go to the Assembly Point (put on identification tabard).

· Confirm with specific staff that the Fire Brigade has been called.
· Ensure designated staff secure premises to prevent re-entry.

· Assess the situation by referring to the information received from Area Fire Marshals and the Fire Alarm System.

· Commence a full roll call.  Ensuring all persons are accounted for.

· Never cancel the alarm until the Fire Brigade has confirmed that it is safe to do so.

· Ensure that any persons (i.e. those with disabilities) who are unable to fully evacuate the building are kept informed of the situation at regular intervals, and evacuated at the first opportunity.

· Report to the Fire Brigade and other emergency services on their arrival at the Main entrance.

Ensure that the following are available for the Fire Brigade:

· Access to all areas required including keys if necessary.

· Plans of the building.

· Completed roll call.

· Detail of specific risks (COSHH, Petrol storage etc)

· Gas, Water, Electric supplies.

· Disabled people in the building

· Floor/Area Fire Marshal reports.










