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MARDEN MEMORIAL HALL

EMERGENCY EVACUATION AND FIRE SAFETY PLAN & POLICY
To be activated in the event of Fire, Bomb Threat or Utility Failure.

The Hirer is deemed to be the responsible person to activate this plan and shall be on the premises for the duration of the hire period.

The post code of these premises is:

TN12 9JX

The Hirer must consider how to contact the emergency services when carrying out the event risk assessment prior to commencement of the hire period.  The emergency services can be contacted on a personal mobile (if there is sufficient signal) or by speaking to a homeowner in the immediate vicinity.

This plan contains:

1. Responsibility of hirer if an emergency is declared

2. How to warn event attendees of the emergency

3. Persons responsible for summoning the emergency services

4. Evacuation procedure

5. Identification of vulnerable persons and those especially at risk and their evacuation arrangements

6. Identify organisers with special duties such as Fire Marshalls

7. Identify the Fire Assembly points

8. Liaising with the emergency response co-ordinator on arrival and notifying of significant risks

9. The shutdown of equipment or power supplies that require isolation

10. Training that may be required by event organiser’s or their helpers

Note:  All hirers should have been provided with a copy of the Emergency Escape Plan and familiarised themselves and members of staff/helpers with the content.  Hirers should also view the diary on hall notice boards of all other users in the hall prior to their event commencing.

1. Responsibility of Hirer if an emergency is declared

In the event of an emergency as specified on the front cover of this document the hirer, who is designated as the “Responsible Person” shall implement the Emergency Action Plan, using any additional control measures identified on their event risk assessment.

They must ensure:

· That the alarm is sounded, by operating a manual call point if necessary or shout “fire” in the event of a system failure.

· Ensure, previously designated, fire marshalls direct all occupants to the safe fire exits and inform them to congregate in the area by the sheds at the front of the building or in the far right hand corner of the car park at the rear of the building.

· When evacuating, close doors and windows behind you to prevent the spread of fire and smoke. 
· Nominate an individual to contact the required emergency service, for them to wait by the main car park entrance and liaise with the officer in charge when they arrive.

· Ensure, prior to hire, that all other hall users are known to the responsible person.

· Conduct a roll call of all persons attending the event.
· Ensure key holders have a clear understanding of their role and provide instruction if required.

2. How to warn event attendees of an emergency

The method for warning event attendees of an emergency situation should be promulgated to attendees at the commencement of the event by a person nominated by the responsible person.  Individuals may activate the Fire Alarm System by operating the manual call point adjacent to any emergency exit.  The fire alarm is an instruction to all occupants to evacuate the building without delay and the nominated fire marshals will assist this process.

In the unlikely event that a call point is activated inadvertently the responsible person should call the Facilities Manager on 07562 625626 who will need to attend the premises to reset the Fire Alarm.
3. Persons responsible for summoning the emergency services

The person nominated, by the responsible person, to contact the required emergency service should provide the following details once contact is made:

The name of the building – MARDEN MEMORIAL HALL

The postal address – GOUDHURST ROAD, MARDEN, TONBRIDGE, KENT, TN12 9JX / whatthreewords: consented.overnight.charts
Give the telephone number of the phone by which you have contacted the service

Brief circumstances ie approx. location of the fire or description of threat

Describe the village hall car park entrance and note landmarks (ie West End Tavern / Marden Primary School).

4. Evacuation Procedure

Make your way to the nearest available fire exit and out of the building to the assembly point in a calm and orderly manner.  Return to the building is prohibited until you have been told it is safe to do so by the officer controlling the incident.  The silencing of the fire alarm must never be an indication that it is safe to re-enter the building.

5. Identification of vulnerable persons and those especially at risk and their evacuation arrangements
Consideration must be given to mobility, or hearing, or sight impaired persons so that they are not put at a disadvantage in an emergency situation.  This should also include purpose groups and the elderly.  Any vulnerable persons may require assisted evacuation from the building.

6. Identify organisers with special duties such as Fire Marshals

At the event planning stage the risk assessment will identify the number of the public expected and two fire marshalls or stewards, at least, should be nominated for every one hundred persons expected.
7. Identify the Fire Assembly Point outside of the building

The designated assembly point for persons evacuating the building is (1) to the front left hand side of the building adjacent to the primary school or (2) to the rear right hand side of the car park – see Emergency Escape Plan – All attendees should make their way to that area and report to the event organiser for a roll call.  At this time notify the person conducting the roll call of any known individual, who attended the event, which you have not seen or perceive to be missing.  Such information shall be passed to the Senior Officer of the Emergency Service in attendance.

8. Liaising with the emergency response co-ordinator on arrival and notifying of significant risks

The individual nominated to contact the required emergency service should provide details of the incident as instructed by the responsible person and itemised in paragraph 3 above.  Upon arrival of the emergency service the nominated person is to make themselves known to the senior officer attending and provide local knowledge of the incident as requested.

9. The shutdown of equipment or power supplies that require isolation

The emergency service attending an incident may be in possession of a site map however it will be necessary to provide directions to the power cabinet situated in the halls.

10. Training that may be required by the event organiser’s and their helpers

During the risk assessment phase of planning an event at Marden Memorial Hall the responsible person/event organiser/hirer will assess if they or attendees with special duties require additional training or viewing of the hall.

FIRE SAFETY
Alarm Testing 

The fire alarm system is tested on a WEEKLY basis (Wednesdays at 1pm); all alarms will sound for approximately 30 seconds. 
The sounding of the alarm for more than 30 seconds during the test period, or at any other time, will indicate that a full evacuation. is required. 

Periodic prolonged- testing of the alarms by the service engineer will also take place and notification to users will be given prior to these tests. 

Fire Exits 

All Fire Exits are signed and will remain on if the electrical supply is interrupted. 
There is a plan on all noticeboards indicating locations of all fire exits
Fire Precautions and Equipment 

General 

All reasonable practical steps must be taken jointly between the Trustees and the Hall users to minimise all possible causes of fire. 

Causes of fire are numerous and mostly under the direct control of persons in the hall, the Trustees will therefore actively promote a user appreciation of Fire Prevention through information, instruction and training. 

All users of the hall must report any concerns which they might have regarding potential fire hazards the Facilities Manager in order that the appropriate measures can be introduced. 

Periodic inspections will be arranged to identify fire risks and ensure that the necessary measures are introduced. 

Causes of Fire 

In order to minimise the risk of fire the following common causes need to be controlled: 
Electrical Safety 
All portable electrical equipment will be tested at suitable intervals to ensure that it is fit for purpose (PAT testing). Each item will be suitably appended with a label/sticker indicating a pass and due date for the next inspection. The Facilities Manager will maintain a record of all such tests on equipment provided in the Memorial Hall. Hirers and Users must ensure that their own equipment is also compliant and has been tested. 
Smoking 


Smoking in the Memorial Hall is illegal and the appropriate signage is in place. 

Housekeeping 


Suitable standards of housekeeping with regard to cleanliness, storage and disposal of waste have been set to minimise the risk and development of fire. 

Naked-Flame and Hot Surfaces 


These potential causes of fire are found in the Kitchen Area and suitable prevention measures must be taken by all users to avoid the risk of fire.  
Candles or other naked flames MUST not be used in any of the rooms.
Contractors
The Facilities Manager and Trustees will ensure that Contractors arrangements include Fire Prevention measures and that they comply with safety arrangements.

Fire Precautions and Control Equipment 

Precautions have been taken to provide: 

Evacuation Routes 

Fire Control Equipment 

Suitable means of raising alarm 

Fire Control Equipment (Extinguishers) have been provided throughout the Memorial Hall at fixed locations and have been secured to the fabric of the hall by means of suitable brackets. It is essential that the extinguishers are not moved from their approved locations by users of the hall. 

A full inspection of the extinguishers is carried annually, out each inspection is recorded on a label on the device. Records of inspections are kept and a schedule introduced to indicate when the next inspection is due. 
Marden Memorial Hall has the following type of fire Control Equipment: 

· Water Extinguishers suitable for most fires except those involving electrical systems and flammable liquids. 

· Carbon Dioxide Extinguishers suitable for fires involving electrical equipment and flammable liquids. 

It is accepted that early action in the event of a fire can prevent the fire spreading and prevent a serious emergency. The rapid spread of flames, smoke and fumes can prevent escape; the main hazards of a fire are that smoke and fumes induce an oxygen deficiency, toxic products and a lack of vision in evacuation and this information must be brought to the attention of all users. 

Users are advised that no prolonged attempts at Fire Fighting or Fire Control should take place and at no time should users place themselves in jeopardy by attempting to control a fire. 
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