
F I R E Sa f e ty G u i d a n c e a n d   Emergenc y Plan  f o r Hirers

YOU,  THE  HI RER  i s  t he  ‘ RESPONSIBLE  P ERSO N’  i n  t he  ev ent  of  a  Fi re  or  an  Emerg e ncy  w i t hi n the Hal l  duri ng y our hi re  of the  
premi s e s .

At al l  t i mes w hen the Hal l  i s  i n use,  t he ‘ RESPONSI BLE PE RSON’ mus t be  i n c harg e ,  a nd  rea dy t o tak e control o f any i nci dent.

Pl e as e rea d and become fami l i ar wi t h thes e i ns t ruct i ons .

A Hall plan showing the location of fire alarms, exits, extinguishers and first aid boxes is shown at the end of the these instructions and is also 
attached to the wall of the Hall entrance lobby.

Your pri o ri t y  s houl d al w ay s  be to S a v e Lives and n ot the bui l di ng !

BEFORE YOU R EV ENT S T ARTS:

·   C heck that al l  H a l l ‘ Fi re Exi t’ routes are not bl ocked, e. g . by tabl es, chai rs or boxes;

·   C heck that y ou know where t he Hal l ’ s Fi re E xtingui shers are l ocated;

·   C heck tha t al l el ectri cal equi pm ent and extensi on l e ads that hav e been broug ht i nto and/ or are bei ng used wi thin the H al l, l ook 
safe to use;

·   I nform al l of your Attendees of the Hal l ’ s ‘ Fi re E xi t’ routes, and the ‘ A sse mbl y Point’ outsi de in  the CAR PARK, away from the 
building and off the road, towards the corner nearest the Bus Stop, to be use d i n  the event of  a fire or an emerg ency.

D U RING YOU R EVENT:

·   C ount number of  attendees a t your event (or have them sign a register);

·   E nsure that  the H al l ’ s ‘ Fi re E xi t’ routes do not becom e obstructed ;

·   Bri e f any di sabl ed peopl e and/or their assi stants regardi ng thei r best evacuati on r oute from the H al l   i n the event of a fi re or an 
emerg ency;  and

·   E nsure  that y our  e vent at tendees  do  not  eng ag e  i n  any  activi ty  that i s  l i kely  to  cause  a   fi re (e . g. sm oki ng,   v a p i n g ,   use of candl e s 
or other naked fla m es).



Em e rgency P lan

I n  the ev e nt of a fi re  or  other  e merg ency : Take C om mand!

NO TE  Th e fire a la rm is n o t co nn e cted to a fire sta t ion .  The re is n o  lan d l ine telep ho ne a t the Ha ll  ALWAYS h a ve a  fu lly  charg ed  mo b ile 
phone  wit h  you  a t a ll t ime s.

·   I f a fi re  i s s ee n - s t art t he Hal l ’ s  Fi re Al a rm – by us i ng t he ‘ break g l as s  poi nt ’  l ocat e d on any of the ex i t  route s  O r i f the fi re  al arm 
acti v ates :

·   G i v e l oud and cl e ar i ns t ruct i ons

·   Tel l  ev erybody to:

1. To i mmedi at e ly ev acuate t he bui l ding i n an order l y manner us i ng t he neares t av ail abl e e xit and g i v e a ssist ance t o
Hal l  us e rs  w i t h   v is ual  or  heari ng di fficul t i es & wheel chai r us e rs as  neces s ary.

2. G at her at the ‘ As s embl y P oi nt’ ,  i. e . outsi de i n the C AR PA RK, away from the building, towards the corner nearest the Bus 
Stop

D o not attempt to tack l e a fi re u nl e s s  t rai ned and confi dent to  do  s o.

Ca ll  T H E   F I R E  B R I G A D E  -   D I A L  99 9  A S  S O ON  A S  POSSI B LE  a n d   g ive  th is a d d res s :

Staunton on Wye Village Hall, Off Weavers Orchard, HR4 7LR

I f safe to  do  so,   on c e ev e ryone  i s o ut  o f the   build ing:

1 Clo se a ll f ire d oo rs  with a cce ss b a ck into  the  build ing . 

2 Ch e ck th rou gh the b u ild in g to ma ke su re n o  one is left in to ile t s, committee room, kitchen, bar/serving area a nd  co mmo n   corrido rs.

3 I f  saf e , decide  if the  f ire can  be e xt i ngu ish ed. 

4 I n a ll  ca ses o f  th e a la rm activating:
:

a .  Ca l l  the fire brigade



b.  Ch e ck tha t e ve ryone  is a ccou nted  for 
c.  C heck t hat t he st reet  and  t he  area  a ro und  t he  Ha l l  i s cl ea r for  t he  e me rg e ncy s ervi ces vehicles
d.   Ca ll the  Secretary on 07944 404692 or the Chair on 01981 345107

5 Do  not  all ow  anyone  to  r etur n  to  t he  Hall  until  a  fir e  officer  tells  you  it  i s  safe  to enter.

6    The hall has a carbon monoxide detector and a separate smoke alarm fitted to the wall in the toilet corridor.
 

If either beeper sounds continuously, there is immediate danger, so the building should be evacuated, ideally avoiding the lobby 
route to the main entrance, with external doors left open.

Follow the emergency evacuation procedure, calling the fire brigade only if smoke or fire is seen or if there is reason to believe 
that someone is trapped inside the building.

See Hall Plan below
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