
Somerset County 

Council Premises

Fire

Safety

Procedures
Produced by: Fiona Packer in CHSU



Duty of Care

These procedures apply to ALL persons in 

your building/s regardless of who they 

work for.

Contractors
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Instructions to ALL staff

Please read carefully!



The Law

ALL persons MUST take part in evacuation

exercises. Failure to do so may result in 

PROSECUTION or DISCIPLINARY ACTION

being taken .
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What to do if you 

discover a fire?

1. Raise the warning 
immediately – operate your 
nearest fire alarm break 
glass point!

2. Extinguish the fire – always 
ensure that the correct 
extinguisher is used for the 
fire you intend to fight!
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However…….

DO NOT remain in the building if there is 

IMMEDIATE DANGER to your life!
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Choosing the right fire extinguisher for your fire risk



Always Remember to:

1. Familiarise yourself with the 
location of the fire fighting 
appliances within your work 
area 

2. Familiarise yourself with the 
types of fire fighting 
appliances within your work 
area so that you know what 
you’ve got and on what type 
of fire they can be used 



NEVER OBSTRUCT 

A FIRE EXIT!!
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Always store 

flammable materials

away from escape routes
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What to do if you hear the 

fire alarm?

1. Evacuate the building immediately 
using your nearest available exit route –
close windows & doors if possible & 
escort any visitors with you

Use nearest available exit route

Close windows & doors where possible
Escort any visitors with you
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http://images.google.co.uk/imgres?imgurl=http://i.ehow.com/images/GlobalPhoto/Articles/5423556/WINDOW_Full.jpg&imgrefurl=http://www.ehow.com/how_5423556_prevent-theft-home.html&usg=__6d74sdlXigUbeRut-1TXpOnsW9k=&h=449&w=600&sz=52&hl=en&start=1&tbnid=P089et0fHlPAeM:&tbnh=101&tbnw=135&prev=/images%3Fq%3Dkeep%2Bwindows%2Bshut%26gbv%3D2%26hl%3Den%26rlz%3D1T4DVXA_enGB334GB339
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Warning!

NEVER use lifts in the event of a fire

evacuation!

http://images.google.co.uk/imgres?imgurl=http://mustang.millersville.edu/~hr/images/elevator%2520fire.jpg&imgrefurl=http://www.millersville.edu/~hr/enhesa/Fire_Safety.php%3Fchild%3DEnvironmental_Health_pma_Safety&usg=__hp7YFziAH8Fp-I2gBrW8PLlkE5s=&h=572&w=479&sz=33&hl=en&start=10&tbnid=mNqDh1p0qEPoaM:&tbnh=134&tbnw=112&prev=/images%3Fq%3Delevators%2Bprohibited%26gbv%3D2%26hl%3Den%26rlz%3D1T4DVXA_enGB334GB339
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Beware!

NEVER re-enter the building for any reason 

until the ‘all clear’ is given

http://images.google.co.uk/imgres?imgurl=http://www.illustrationsof.com/images/clipart/xsmall2/9386_sports_coach_blowing_whistle_while_pointing_finger_at_teammate.jpg&imgrefurl=http://www.illustrationsof.com/details/clipart/9386.html&usg=__sWOsOfYaVONDjAO7x9YNw9p-5z0=&h=350&w=325&sz=80&hl=en&start=95&tbnid=SrC3HJ-uuWTaZM:&tbnh=120&tbnw=111&prev=/images%3Fq%3Dwhistle%26gbv%3D2%26ndsp%3D18%26hl%3Den%26rlz%3D1T4DVXA_enGB334GB339%26sa%3DN%26start%3D90
http://images.google.co.uk/imgres?imgurl=http://www.illustrationsof.com/images/clipart/xsmall2/9386_sports_coach_blowing_whistle_while_pointing_finger_at_teammate.jpg&imgrefurl=http://www.illustrationsof.com/details/clipart/9386.html&usg=__sWOsOfYaVONDjAO7x9YNw9p-5z0=&h=350&w=325&sz=80&hl=en&start=95&tbnid=SrC3HJ-uuWTaZM:&tbnh=120&tbnw=111&prev=/images%3Fq%3Dwhistle%26gbv%3D2%26ndsp%3D18%26hl%3Den%26rlz%3D1T4DVXA_enGB334GB339%26sa%3DN%26start%3D90


What to do if you hear the

fire alarm?

1. Go immediately to your assembly point 
– unless informed otherwise

2. Stay well away from the 
building(s) affected by the 
incident

http://images.google.co.uk/imgres?imgurl=http://www.bradley-enviro.co.uk/_images/_uploaded/Fire-Assembly-Point-Sign.jpg&imgrefurl=http://www.bradley-enviro.co.uk/services.php%3FpID%3Dfire_risk_assessment_73&usg=__HnvlvWsRd330sYtqQvYeMqaGzF8=&h=213&w=160&sz=9&hl=en&start=17&tbnid=yx7DpYzoqXMsIM:&tbnh=106&tbnw=80&prev=/images%3Fq%3Dassembly%2Bpoint%26gbv%3D2%26hl%3Den%26rlz%3D1T4DVXA_enGB334GB339
http://images.google.co.uk/imgres?imgurl=http://www.bradley-enviro.co.uk/_images/_uploaded/Fire-Assembly-Point-Sign.jpg&imgrefurl=http://www.bradley-enviro.co.uk/services.php%3FpID%3Dfire_risk_assessment_73&usg=__HnvlvWsRd330sYtqQvYeMqaGzF8=&h=213&w=160&sz=9&hl=en&start=17&tbnid=yx7DpYzoqXMsIM:&tbnh=106&tbnw=80&prev=/images%3Fq%3Dassembly%2Bpoint%26gbv%3D2%26hl%3Den%26rlz%3D1T4DVXA_enGB334GB339


Always ensure that:

You familiarise yourself with your designated

Fire Warden

http://images.google.co.uk/imgres?imgurl=http://staylegal.net/images/products/DDS902.jpg&imgrefurl=http://staylegal.net/fire/courses.php%3Fprodarea%3DFI&usg=__zJM0jVbTa-N98wsYhpNGong8xGQ=&h=400&w=264&sz=19&hl=en&start=11&um=1&tbnid=DuSdktKH1q-WXM:&tbnh=124&tbnw=82&prev=/images%3Fq%3Dfire%2Bwarden%26gbv%3D2%26hl%3Den%26cr%3DcountryUK%257CcountryGB%26rlz%3D1T4DVXA_enGB334GB339%26um%3D1
http://images.google.co.uk/imgres?imgurl=http://staylegal.net/images/products/DDS902.jpg&imgrefurl=http://staylegal.net/fire/courses.php%3Fprodarea%3DFI&usg=__zJM0jVbTa-N98wsYhpNGong8xGQ=&h=400&w=264&sz=19&hl=en&start=11&um=1&tbnid=DuSdktKH1q-WXM:&tbnh=124&tbnw=82&prev=/images%3Fq%3Dfire%2Bwarden%26gbv%3D2%26hl%3Den%26cr%3DcountryUK%257CcountryGB%26rlz%3D1T4DVXA_enGB334GB339%26um%3D1


Remember:

Do NOT push past others!

Keep quiet!

Keep calm!

http://images.google.co.uk/imgres?imgurl=http://chir.ag/calm-down/calm-down-intro.jpg&imgrefurl=http://leaving-cert.net/tag/comparative/&usg=__dRh1CSUY45Sx1QQRaV-5PndQhtQ=&h=600&w=800&sz=88&hl=en&start=5&um=1&tbnid=mWKs2xMHuaSeGM:&tbnh=107&tbnw=143&prev=/images%3Fq%3Dcalm%26gbv%3D2%26hl%3Den%26cr%3DcountryUK%257CcountryGB%26rlz%3D1T4DVXA_enGB334GB339%26um%3D1
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Warning:

Never try to leave the 
site in your vehicle 
during an evacuation

Never carry cups of tea

or coffee down the

stairs during an evacuation

http://images.google.co.uk/imgres?imgurl=http://www.thegreenstoreonline.co.uk/uploads/poly%2520coffee%2520cup%2520cross.jpg&imgrefurl=http://www.thegreenstoreonline.co.uk/default.aspx/Page/174&usg=__v1Oikyvq8mQCj56ojYl5cQnX5Xs=&h=424&w=424&sz=17&hl=en&start=22&um=1&tbnid=Nx0SuhBt6GjcoM:&tbnh=126&tbnw=126&prev=/images%3Fq%3Dwalking%2Bwith%2Ba%2Bcup%2Bof%2Bcoffee%26gbv%3D2%26ndsp%3D18%26hl%3Den%26cr%3DcountryUK%257CcountryGB%26rlz%3D1T4DVXA_enGB334GB339%26sa%3DN%26start%3D18%26um%3D1
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Personal Emergency 

Evacuation Plans (PEEPS):

Managers MUST prepare a Personal 

Emergency Evacuation Plan (PEEP) for ANY

DISABLED member of staff within their teams. 
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Looking after your visitors

Hosting staff are responsible for ensuring the safety

of their visitors whilst on your premises

Visitors should be escorted to the assembly point in

the event of the fire alarm sounding

Where your premises has more than one floor, staff 

are strongly encouraged to meet non-ambulant visitors

on the ground floor
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Visitors – PEEP’s

Staff are requested to ask any visitors, whom they

know to have a relevant disability, to let receptionists

know when they arrive at the premises

A generic personal emergency evacuation plan

(PEEP) should be produced by each Premises 

Manager for their premises

Regular visitors with a relevant disability should

help to develop a bespoke PEEP for your premises

A generic (PEEP) will be issued to the member of 

staff collecting the visitor.
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Outside of Core Hours
For premises which operate outside of their core hours,

it is the responsibility of the Line Manager, or other

nominated persons to put in place effective lone working

procedures for their team/s e.g. buddy systems etc. These

procedures should also include the arrangements to manage

emergency evacuation out of hours  (examples on next slide)
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Arrangements for Emergency 
Evacuations outside of core hours

Consider the need to have a first aider & fire warden present

when staff are likely to be in the building out of core hours

Always ensure that staff are aware of the fire evacuation

procedures for your premises, either via induction and/or by 

issuing them with a copy of the document

Make sure that a record is kept (e.g. a signing in book) of

ALL staff who are in the building outside of core hours

Include preparing for Emergency Evacuations (during &

out of core hours) as a topic for discussion at team meetings 

Ensure that all contractors due to work on the premises

are aware of your fire evacuation procedures



Testing the Alarms

The fire alarm for this

premises is tested on

a weekly basis (Day & 

time to be specified)

If the alarm continues to

sound then staff should 

evacuate the building in 

the normal manner
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Looking after your visitors

Visitors should never be left alone in the

building outside of core hours

Staff are responsible for ensuring that their

visitors leave the building safely & should remain

in the building until the visitors are ready to leave 
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Instructions to Fire Wardens

Fluorescent jackets must be worn at all times in

the event of a fire alarm being activated.
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Fire Wardens duties include:

Checking specific areas of the building to

ensure that they are clear

Reporting to their designated person once

they have completed their evacuation duties

Ensuring that staff remain within the

assembly point area during an evacuation 

Ensuring that no vehicle movement takes

place on site during an evacuation (except for

emergency vehicles)



Instructions to First Aiders

During an incident, First Aiders should collect

their green waistcoats & first aid boxes & 

report to the designated assembly point
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Confirmation Questions
Please print off this sheet, answer the questions and discuss responses with your manager.

Name……………………………………………………..    Date ……………………………………

 In the event of hearing the fire alarm whilst responsible for a visitor, what should you do?

 While you are evacuating after an alarm, you detect smoke near the end of your normal 

escape route.  How would you proceed?

 A person arrives for a meeting in a wheelchair, what process should take place?

 You are alone in a room and a computer near you starts to emit smoke.  What is your 

immediate reaction?  What is your subsequent action likely to be?

 Do you know the location of key fire safety features in the building that you may need to 

use?  If not – go and check them out


