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FIRE EVACUATION

Procedure

· In the event of a fire at our office/ premises this procedure shall be followed:

· Make a quick assessment of the fire;


· Contact the General Manager who shall call the Fire Brigade.  If this person cannot be located call the fire brigade yourself;


· Advise other staff of the fire irrespective of how minor it may be;


· If appropriate in the circumstances and you have been trained in the use of our fire fighting equipment, attempt to control or extinguish the fire.  This must not be attempted if it exposes you to risk of injury;


· Where a fire cannot be contained you are to evacuate the building. When leaving, ensure other staff know of the fire and the need to evacuate the premises/ offices;


· All staff will then be required to gather outside the rear door of the building.  A roll will be called so that all staff members can be accounted for.

· If you have any questions relating to the use of fire fighting equipment (e.g. extinguishers) or the location of the evacuation point speak with the General Manager.
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