Fire evacuation procedures: Memorial Hall
At all meetings in the Memorial Hall, all members and guests must ensure that their attendance has been registered at the welcome desks.
Be aware that there are three linked alarms and the triggering alarm may not be in the main hall.
In the event of an alarm sounding during a meeting at the Memorial Hall the following procedures should be followed.
Members
Leave the hall in an orderly fashion via the front exit or the side exit as explained at the start of the meeting and further directed to do so by the Chair.
Using both exits will speed the evacuation, but bear in mind that there are steps at the back.
Wheelchair users should evacuate last. The membership secretary or designated stand-in will be available to assist with your evacuation as necessary.
Proceed to the car park opposite the hall. EVERYONE should assemble outside the old Coop building (now three empty units) and/or on the grassed area to the side in order to register their presence.
Take care crossing the road and spread out to the left as you leave the hall.
Ensure that you are marked on the register as having evacuated the building.
On no account re-enter the building unless instructed that it is safe to do so.
Committee members/people with roles on the day
Welcome desk (at all meetings)
· Collect wallet with registers and hi viz vests from Membership secretary
· Remain vigilant to sign all latecomers in
In the event of fire:
· Don vest
· Take registers out in file and supervise crossing the road
· Mark members off to show they have safely evacuated
Refreshments
· Pin back both pairs of front doors to enable speedy evacuation
Membership secretary/designated stand in
· Assist any disabled members to evacuate speedily once all other members have left


Chair
· Reiterate evacuation procedure to set it in motion
· Check all members have left before leaving
· Shut doors
· Confirm with welcome desk that all members and guests are accounted for


