HALL HIRE EVACUATION PROCEEDURE

WEEKDAY DAYTIME MEETINGS (0900-1700hrs)

· There is a fire alarm test around 11am every Thursday.  There will be an announcement made shortly before the test via the PA system

· If the alarm sounds and it is not a test, or the alarm continues to sound for more than 30 seconds, leave by the nearest staircase and make your way to the evacuation point  (Furnival gardens)

· Senior citizens and people with a disability may find it difficult to walk to  Furnival gardens. In that case they should assemble on the Town hall forecourt by the glass atrium

· Do not stop to collect personal belonging, coats, bags etc.

· The meeting co-ordinator should ensure that attendees leave the building safely

· The meeting co-ordinator must inform the Chief Fire Officer, at the front entrance of any person not accounted for.

· Do not attempt to use the lift

· Fire wardens sweep the building to ensure that everyone is evacuated safely

· Fire wardens will inform you when it is safe to return to the building

HALL HIRE EVACUATION PROCEEDURE 

WEEKDAY EVENINGS AND WEEKENDS FOR COMMITTEE ROOMS,COUNCIL CHAMBER,COURTYARD ROOM AND SMALL HALL

· After 5pm and before 9am week days and at weekends and bank holidays there are no fire wardens on duty

· If the fire alarm sounds, make your way to the nearest staircase and assemble on the Town hall forecourt by the glass atrium 

· Do not stop to collect personal belonging, coats, bags etc.

· The co-ordinator of the meeting is responsible for ensuring that all attendees of meetings evacuate safely

· Do not attempt to use the lift

· Security/Reception staff will inform you when it is safe to return to the building

In all cases if you discover a fire follow the information given on the blue Fire Action notices.

Raise the alarm by activating one of the “break glass” fire alarm call points.

Evacuate the building as shown above

