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OP18 Fire Evacuation Procedure
Purpose:

Rehearsed emergency response is a key requirement of a responsible company. To ensure that all staff and visitors evacuate the premises in a safe and timely manner and are accounted for during a fire the below procedure has been developed. 

Responsibility:

It is the ultimate responsibility of the Directors to ensure this procedure is followed. It is the responsibility of the allocated Fire Marshalls to ensure that the premises are evacuated and that all staff and visitors are accounted for.
Procedure:
18.1 All visitors to report to reception and sign in the visitor book
18.2 All visitors to be made aware of the fire procedures and fire evacuation procedure

18.3 Visitors must always notify a member of staff when visiting

18.4 In the event of a fire operate the nearest alarm

18.5 On hearing the alarm evacuate the building as soon as possible through the nearest exit and proceed to the Assembly Point (Car Park Entrance)

18.6 Fire service to be called (DO NOT USE OFFICE LANDLINE)

18.7 The premises is splint into 3 zones as indicated on the site map – each zone to be swept by the allocated Fire Marshall (ONLY WHEN SAFE TO DO SO)

18.8 Receptionist to bring visitor book on evacuation
18.9 If it is deemed too dangerous to sweep the building a roll call to be carried out at muster point when Fire Marshalls are present

18.10 No person must re-enter the building until given permission by the Fire Service
18.11 Fire evacuation drills to be undertaken at least every six months

18.12 Fire alarm to be tested weekly (every Thursday 11am) from different points
	DOCUMENT NO.        
	AUTHORISED BY
	PAGE
	DATE
	ISSUE

	GEWSOP-18
	[image: image2.jpg]



	1 of 1
	19/02/14
	1



[image: image1.png][image: image2.jpg]