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Description automatically generated]FIRE SAFETY PROCEDURES
   HOPE CENTRE & STOREHOUSE
This is a non-smoking building – smoking is not permitted anywhere on the premises. 

On entering the building, everyone should familiarise themselves with fire exits, Fire alarm call points, escape routes and the Fire Assembly point. All routes must be clear at all times.
 Fire doors are designed to prevent the spread of fire and poisonous smoke, and to provide people with protected routes to safety in the event of fire. Make sure all fire doors are clear and DO NOT WEDGE FIRE DOORS OPEN. 
The team leader should unlock all fire exits.
Before any session, one person should be designated as the one who will lead others to the exit (volunteer) and another as the ‘sweeper’, (team leader) who will check used rooms on the way out.

On discovery of a fire:
· Raise the alarm by pressing red call points.
· Do not attempt to fight the fire and evacuate as below.

In the event of alarm activation, take the following actions:
· Evacuate the building by the nearest fire escape route, remaining calm at all times.
· Do not use the lift, an evac slide is available for trained volunteers to use in an emergency.
· The team leader should take the MMCCC mobile phone, service users’ phones and sign-in sheet to check that everyone has left the building.
· Gather at the Fire Assembly Point: on the path next to the old building, opposite the Storehouse and Loft doors (see the yellow rectangle below     )
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Description automatically generated]Fire assembly point
Hope Centre

· Once everyone is accounted for, the team leader should check that alarm panel for the zone activated to confirm either false alarm or fire. N.B. If no zone is showing, check the alarm panel in the other section of the building. In the Hope Centre this is located in the rear entrance hall; in Storehouse it’s in the lobby.
· In the event of fire, call 999 asking for the Fire Service The address of Melton Mowbray Child Contact Centre is Hope Centre, 42-44 Nottingham Street, Melton Mowbray, Leicestershire LE13 1NW
· Prior to the fire service arriving the team leader is to take the roll call against the register & inform the fire service whether all our parents & children are accounted for, do not re-enter building. Call George Stannard (07817754938) or Paul Croxford (07970 147210) to inform them of the situation.
· In the case of false alarm, access the alarm panel using red plastic key and silence by pressing SILENCE.
· Re-set panel by pressing RESET. If it won’t reset, do not allow entry to the building but contact George Stannard on (07817754938) or Paul Croxford on 07970 147210.
· Try to ensure that parents do not leave the group, use your team to monitor while you speak with the fire officer.                                                                      
                                                                                                               Amended October 2024




Appendix 1 
Fire Evacuation Drill Records
	Date
	Who took part
	Evacuation time
	Observations  / deficiencies
	Signature

	
	

	
	
	

	
	

	
	
	




[image: A fire extinguisher on the wall]Fire Refuge point & evac slide
Fire Area at the top of the stairs
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