
FIRE EMERGENCY PLAN FOR THE 
TEMPORARY RESPONSIBLE PERSON

	Date and Time of

Event
	Room(s) in Use
	Name of Hirers and

Responsible assistants


	Signature

	
	
	
	

	
	
	
	

	
	
	
	


BEFORE THE EVENT OR FUNCTION, YOU SHOULD BE AWARE OF:-
	Item
	Details
	Tick

when

been made aware

	1
	Fire protection systems in place:-

· Fire doors

· Fire exits and routes

· Fire equipment

· Lighting inside and outside lighting
	

	2
	Fire Alarm and detection system details:-

· Automatic fire detection system is installed

· Break glass alarm call points are on all exit routes
	

	3
	· If the fire alarm sounds you will hear the fire alarm siren and see the strobe lights in the Main Hall flashing
	

	4
	If you discover a fire:-

· Close the door of the room

· Raise the alarm by operating the nearest call point

· Evacuate the building using the nearest available exit

· Call the Fire Brigade 

· Provide assistance to persons with special needs – e.g. wheelchair users
	

	5
	Evacuate the building safely:-

· Keep your group together

· Co-operate with any instructions

· Report to the assembly point

· Report to the Fire Service on arrival

· Do no re-enter the building
	

	6
	The fire assembly point is:-

· The Car Park
	

	7


	Key points of the Emergency Plan are as follows:-

· Main entrance door to Kirkstead Road and inner lobby you MUST ensure both leaves of the door are unbolted if both the Bar and Committee Room are in use at the time


	

	Item
	Details
	Tick

When

Complete

	8
	Arrangements provided for fighting fire:-

· Fire extinguishers and blankets are provided but take no personal risk

· Water extinguishers (all red) are provided for fires involving paper, wood, furnishing – Do not use on electrical fires or flammable liquids

· Foam spray extinguishers (red with cream label) are provided for fires involving paper, wood, furnishing and flammable liquids.  Do not use on electrical fires

· Dry powder (red/black label) extinguishers provided are safe for use on all types of fire but may still reduce visibility
	

	9
	In case of the fire alarm operating please shut down all equipment that had been in use as you evacuate the building

· Any equipment that you have brought into the building 

· Kitchen equipment if in use 
	

	10
	Rules for kitchen use:-

· Shut of all cooker before leaving the building

· Follow displayed kitchen rules at all times
	

	11
	How to call the emergency services.

The person in charge at all times should call the Fire Brigade 

The Full address is:- 

Pinxton Village Hall, 3 Kirkstead Road, Pinxton, Derbyshire NG16 6NA 
	

	12
	Meet the Fire Service on arrival and report to them on the location of the fire and details of any persons needing their assistance
	

	13
	Show all helpers this document and ensure they are all familiar with it
	

	14
	Limitation on numbers of people.  Maximum permitted number:-

As per Entertainments Licence No.46

· Main Hall                     300 persons

· Small Hall                    100 persons

· Bar                                 72 persons

Maximum Capacity                 300 persons 
	

	15
	In an emergency please contact the Caretakers as soon as possible after you have called the Emergency Services

Jeanette Allen                     07961 083556

Pete Harris                          07771 853031
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