This model policy should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.  
Emergency Evacuation Procedure

The following procedure is to be used in the event of Fire or other emergency (for example, a gas leak), which requires all people to vacate the premises.
If you discover a fire you should:-

1. Break the nearest alarm glass to sound the alarm.

2. If safe to do so, attempt to control the fire or other emergency.  

3. Do not put yourself at risk even with the smallest fire or emergency.  

4. Do not attempt to move burning objects. 

5. Report the location and seriousness of the fire to the Fire Warden or the most senior manager available.

On hearing the fire alarm you should:

1. Vacate the building immediately in an orderly manner by the nearest exit.

2. Never assume the evacuation is a drill.

3. Close all doors and fire doors behind you.  If doors feel warm, don’t open them.

4. Do not run and do not collect personal belongings.

5. Once outside the building, you should congregate in the assigned area and await further instructions.

a) If the evacuation is a real situation, you will be directed away from the building.

b) If the evacuation is a practice situation you will remain in the assigned area.

6. You must not return to the building until clearance is given by the Fire Warden/Deputy or by the Officer in Charge of the attending Fire Brigade.

7. At the Assembly point, a register will be taken to ensure everyone in the building is accounted for.

If you are cut off by fire you should:

1 Close the door, using clothing etc, to block any gaps

2 Go to the window and attract attention

3 If smoke enters the room, stay low, it is easier to breathe.

4 Wait for assistance.

LIVES DEPEND ON UNDERSTANDING THIS PROCEDURE.  MAKE SURE ALL REGULAR USERS AND VISITORS ARE AWARE.

Alarms

These are situated:

Fire extinguishers

These are situated:

Date Procedure Adopted:

Procedure Review Date:
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