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FIRE EVACUATION PROCEDURE 
BASEMENT – Meeting Room, Office, Dance Studio, Pink Room, Radio Station and Candy Arts
Centre Users / Visitors
Please note the location of the nearest fire alarm call point, firefighting equipment and fire exit to the room which you and your group are using. 
DICOVERY OF A FIRE
· If you discover a fire, your first priority is to ensure the safety of yourself and your group members. 
· Raise the alarm via the nearest ‘break glass’ point. 
· Make sure that you inform a member of staff. 
ON HEARING THE ALARM
Please note the location of the nearest fire alarm call point, firefighting equipment and fire exit to the room which you and your group use.
1. Proceed at once to your nearest fire exit route. 
2. Do not run, walk in an orderly fashion.
3. DO NOT STOP to take any personal belongings with you.
4. Group members must not be allowed to collect belongings and must exit the building immediately as soon as the alarm is raised. 
5. Make sure that the immediate area is clear of group members. 
6. Ensure that all fire doors are closed as you move away from the fire. 
7. Do not allow anyone to go in the direction of the fire. 
8. Group leaders remember to take your register with you for the group roll call once you have exited the building. 
9. Customers should always leave the building via the nearest safe exit. 
10. Users and staff should congregate at the designated assembly point across from the centre car park – opposite side of pavement (Bernard Close).
11. The lift should not be used when the fire alarm sounds.  Lift will cease to work in the event of a fire.  Use the stairs to exit the building. 
12. Refuge area is located, in the basement, next to the lift.  Inform the Evacuation Officer/Volunteer if you have placed members of your group in the Refuge areas.  This information will be relayed to the Fire Officer. 
13. The Fire Officer in charge will formally return responsibility of the Centre back to the Manager/Volunteer, who will inform Centre uses and staff that they may re-enter the building. 
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