Priory Street Centre

Fire Evacuation Procedure

Introduction

This fire evacuation procedure is applicable to all York CVS staff, licensees and conference room users at Priory Street Centre. It is the responsibility of York CVS line managers, named licensees and those hiring meeting rooms to ensure that all staff, volunteers, visitors and members of the public are instructed in the action to be taken should a fire break out. Members of staff, volunteers and those hiring rooms should be issued with a copy of these written instructions and an announcement of our fire evacuation procedure should be made at the start of meetings and public events. In particular, staff, licensees and those hiring meeting rooms are advised to commit to memory the standard fire routine procedure as there will be no time to read these instructions in an emergency. 

On discovering a fire

Operate the nearest fire alarm, shout ‘fire’ and leave the building as safely as possible. Ensure that the fire brigade has been called by dialling 999. During normal working hours, York CVS reception staff will usually do this. However, in some circumstances, this may not be possible and it is the responsibility of all members of staff, licensees and users of the building to ensure that the emergency services have been called. Evening and weekend users of the building should also report any incident to one of the named emergency ‘out of hours’ contacts (as listed on the sheet that accompanies your key).

Emergency Service Numbers 

999 or 112

On hearing the alarm

On hearing the fire alarm (a shrill siren), leave the building immediately by the nearest available exit, closing fire doors as you leave. Lifts must not be used. The blue and white Fire Action Notices, displayed throughout each building indicate the designated Assembly Point for each building, which is located outside the front of the Nursery Building. 

If the alarm is activated in the Nursery building then licensees must ensure that York CVS reception staff are aware of it.

During normal office hours, York CVS reception staff should look at the Fire Alarm control panel by the front door of each building to ascertain which zone has been activated. Reception staff should then tell a trained designated fire officer to check that area of the building. Fire officers should check the activated area first before ensuring that the remainder of the building has been fully evacuated, including all toilets, offices, refuge points and safe areas. Fire officers should not put their own lives at risk when checking the building.

The York CVS Fire Officers are:

Matthew Langhorn

John Stevens

Kenny Lieske

If a fire officer is not on site then reception staff should call upon another member of staff to check the building.

Means of escape

It is essential that the means of escape from each building should function efficiently. Exit routes must never be obstructed or used as storage areas. All members of staff, volunteers and users of the building are advised to become familiar with as many as possible of the exits and escape routes from the building in which they normally use. In courtyard areas, please follow the instructions written on doors in order to find a safe escape route. 

Fire safety

Fire doors play an important role in the precautionary system; their purpose is to contain and delay the spread of fire, and to prevent the spread of smoke, which can be lethal even in small quantities. More people die through inhaling smoke than through burns. Fire doors must therefore not be propped or wedged open by any means other than battery operated door-guards, which are automatically released when the alarm sounds. In addition, all fire doors should be closed when buildings are empty. 

Guidance on the safe evacuation of disabled people

Lifts must not be used in the event of a fire, and the following guidance applies to the evacuation of disabled people from first floor office accommodation at Priory Street Centre during normal office hours.

Nursery Building

There is no safe refuge point in the Nursery Building. Wheelchair users and other people unable to use the stairs should position themselves away from danger at the top of whichever staircase is not affected by smoke or fire. If both staircases pose a danger then wheelchair users should remain in their office with the door closed and dial 999. 

Main Building

There are two refuge points in the main Priory Street Centre building and wheelchair users and other people unable to use the stairs should be made aware of these on arrival. In the event of a fire, disabled people should make their way to whichever refuge area can be accessed safely. As one of the refuge points is isolated from the main building, there is an intercom system linked to reception and this should be used to inform York CVS reception staff that the area is being used. 

Both buildings.

If a fire occurs during normal working hours then the designated fire officers will check refuge areas and safe points first. York CVS reception staff should direct the fire brigade to these areas upon their arrival. If there is a serious risk to disabled persons where members of York CVS staff can give assistance safely then this will be done as a matter of priority.

If disabled people need to use first floor accommodation outside normal office hours then this should be done by arrangement with York CVS.

The main CVS reception area is fitted with visual as well as audible alarms.

Fire fighting equipment

Different types of fire extinguishers are provided by York CVS. Each has a specific range of use and each is located adjacent to the related fire risk. The external appearance of each type of extinguisher may be different and each carries its own instructions for use. Fire blankets are also provided in some locations and should be used for smothering fires. Whenever fire-fighting equipment has been used, an immediate report must be made to the Priory Street Centre Manager, so that the equipment may be recharged or replaced.

Staff, licensees and those hiring rooms are well advised to identify the location of the fire fighting equipment in their area of work, to know which type of fire each piece of equipment can be used and how each should be used. Instructions for the use of fire extinguishers can be obtained from York CVS and training sessions on fire safety are run regularly. 

Fighting Fires

In all buildings, protection of human life must take priority over fighting fires. The person discovering a fire must promptly initiate the emergency procedures listed above, unless they are entirely confident that they can extinguish the fire immediately, using an appropriate fire extinguisher, fire blanket, etc. Delay can be fatal as, once a fire is out of control, it can spread rapidly and cut off escape routes. If possible, and without endangering personal safety, attempts can be made to contain and control a fire until the Fire Brigade arrives. Make sure that you use the correct type of fire extinguisher. The wrong choice can turn a minor incident into a major event. Always remember to take a position between the fire and the exit so that your escape route cannot be cut off. Be aware of what is happening in the surrounding area and take account of your own limitations. Always make sure that someone else knows that you are tackling the fire.

After a fire

Even if a fire appears to have been successfully extinguished, it will still be necessary to ask the Fire Brigade to check that the fire has not unknowingly spread, and that materials or the building fabric cannot re-ignite.

A full copy of the York CVS Health and Safety Policy can be obtained at

http://www.yorkcvs.org.uk/hands06.doc   

A copy of the latest Priory Street Centre Risk Assessment can be obtained at

http://www.yorkcvs.org.uk/riskassessment06.doc   
