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Ridgeway / Russell Howard
Fire Regulations and Emergency Evacuation Procedure
· All bookings must appoint a person in charge, who MUST make themselves known to staff.

· We assume the person making the booking is the person in charge unless advised otherwise.

· At the beginning of your booking, please ensure fire exits are unlocked and free of obstructions, or check with a member of staff that this has been done.

· You should familiarise yourself with the building layout and the location of the fire exits.

· It is your responsibility to ensure that you and all the people attending your booking are aware of, understand, and adhere to these fire regulations.

· If you experience problems or notice anything unusual, please report it as soon as possible.

· If there is anything in these regulations that you do not understand, please contact us for clarification BEFORE the date of your booking and we will be happy to help. Please visit the centre and ask to speak to a staff member or call 01256 470665
In the Event of Fire
· In the event of fire, the person in charge must inform staff and instruct all persons to leave the building using the nearest available fire exit. Staff will assist in this. 
· Call the Fire Brigade immediately a fire is discovered. Dial 999, ask for the Fire Brigade and give this address: Ridgeway Community Centre RG22 5BW or Russell Howard Pavilion, Russell Howard Park, South Ham, RG22 6QB or you should also give the number of the phone you are calling from.

· Only attempt to extinguish the fire using the appliances provided if it is safe to do so, and you feel that you are adequately trained in their operation.

· When the fire alarm sounds, please leave the building via the nearest exit. Do not run or panic. Wherever possible, without personal risk, leave doors and windows closed. 
· Do not re-enter the building to collect personal possessions or for any other reason.

· The assembly point is the top of the car park by the shop for the Ridgeway and the Netball courts at Russell Howard. Persons must not leave the assembly point unless told it is safe by the person in charge, a staff member, or the Fire Brigade.
· On arrival of the Fire Brigade the most senior person present should report to the Officer in Charge. The person in charge of each booking must report to a staff member as to whether all persons attending their booking are accounted for. Where a function has been booked and staff presence has not been requested; the person booking becomes the most senior person and should make contact with the Fire Department upon their arrival, informing them that all users are safe or giving their last known position, and stating the location of the fire.
Fire Exits are:
Community Centre
The main doors at the front of the building (these should be used if possible)
Hall has two exit both ends of the hall

At the back of the centre doors leading into the outside space 
Youth Room at the back 

Meeting Room door to the right 

Through the kitchen door leading to back.
Russell Howard
Main front doors.
Fire door in hallway 

Both rooms have fire doors leading out to garden 
End of Event Checklist:
1. Search for smouldering fires and clear wastepaper.

2. Check that heaters and cookers are turned off and that all appliances are off and unplugged.

3. Turn out all lights not required for security purposes.

4. Close all internal doors and secure all outside doors and windows.
