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	Address of the premises to which this Emergency Evacuation Plan relates
	

	The current fire risk assessment for these premises is held within the Fire Safety Manual.

	Occupier of the premises

Occupancy
	

	Use of the premises
	

	Responsible Person
	

	Fire Warning Arrangements
	An electrical fire alarm system with manual call points and heat and smoke detectors is provided throughout the premises. The fire panel is located in the entrance lobby. 

The general alarm signal is clearly audible throughout the premises. The alarm sound is a signal. 

The system is normally tested on a Friday morning. The alarm sounds for approximately 20 seconds.

	Action to taken in the event of fire
	On discovering a fire: 

· Raise  the alarm by operating the nearest Fire Alarm Point

· Dial 999, ask the operator for the fire service and provide the address and telephone number. 

· All Staff and customers must be made aware of the procedure, and practices should be held regularly, at the least twice a year. On discovering a fire these procedures must be followed: 

· Sound the alarm 

· Once staff is satisfied the fire brigade are on their way, they can then go to the control panel if one exists to see where the location of the fire is, if it is safe to do so. 

If safe to do so and only if trained in the use of fire extinguishers, tackle the outbreak with an appropriate fire extinguisher. Otherwise leave the building and proceed to the allocated Assembly Point. 

· All persons must make their way to the designated area, do not enter smoke filled areas. 

On hearing the fire alarm: 

· Ensure all persons are alerted

· Evacuate the building quickly but safely, by the nearest EXIT point. Do not use the lift

· Go to your Assembly Point

· Do no delay to collect coats of personal belongings

· Close all windows and doors on exiting if this does not delay departure

· Check to ensure that someone has called the Fire Brigade

· Do not re-enter the building under any circumstances until told to do so by a Fire Officer or by the most senior member of staff present.

	Emergency escape routes
	

	Arrangements for fighting fires
	

	Procedures for co-ordinating evacuation and or liaising with the fire brigade
	

	Other key responsibilities in the event of a fire
	

	Special arrangements including any PEEP’s in place
	

	Presence of visitors, contractors etc
	

	Shutdown/isolation of critical machines, appliances, processes, power supplies in case of fire
	

	Fire training arrangements
	

	Fire safety drawings and plans
	


