Emergency procedures

Fire Evacuation Plan, Second Floor
Office tenancy, second floor. Display next to each stair door and read during induction.
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Floor plan with exit routes, extinguishers and assembly direction.
If you discover a fire
1. Raise the alarm: break the nearest manual call point.
2. Call the fire service on the emergency number.
3. Only fight the fire if it is small, you are trained, and you have a clear exit behind you.
4. Close doors behind you to slow the spread of smoke.
When the alarm sounds
5. Stop work, switch off equipment if safe, and leave by the nearest exit.
6. Do not use the lift.
7. Do not stop to collect belongings.
8. Go to the assembly point in the car park opposite the main entrance.
9. Report to your floor warden and do not re-enter until told it is safe.
Floor wardens
	Zone
	Warden
	Deputy
	Sweep

	North offices
	Warden 1
	Deputy 1
	Offices 101, 102, conference, storage

	South offices
	Warden 2
	Deputy 2
	Open office, kitchen, WC, lobby

	Visitors
	Reception
	Warden 1
	Visitor book to assembly point


People who need help
Anyone who may need help to leave the building has a personal emergency evacuation plan (PEEP). Refuge points with two-way intercoms are inside each stair enclosure. Wardens confirm at the assembly point whether anyone is waiting at a refuge.
Equipment
	Item
	Location
	Checked

	Water-mist extinguisher
	Corridor, by Office 101
	Monthly

	CO2 extinguisher
	Corridor, by Storage
	Monthly

	Foam extinguisher
	Open office, by kitchen door
	Monthly

	Fire blanket
	Kitchen
	Monthly

	Emergency lighting
	Escape routes
	Monthly test, annual 3 h test


Review this plan every 12 months and after any change to the floor layout.

