
 

In the event of fire  

Step 1. – Raise the alarm. 

Anyone discovering a fire should raise the alarm immediately, regardless as to how small the 
outbreak is or how innocuous it appears to be. Fires can develop very quickly and every second 
counts 

The Fire & Rescue Service should be called, with the name, address and full postcode of the property given 

clearly, along with any helpful information such as the fire type and location. 

If the alarm has been sounded, Steve Baker or Graham Barker our fire marshals should investigate the alarm 

condition as everyone else evacuates the building. If it is a genuine fire condition, and if the fire is small and 

manageable (about the size of a waste paper bin on fire), and the appropriate type of fire extinguisher is 

available, then somebody may attempt to extinguish the fire, but only if they have been trained to do so. 

They should make sure that their escape route is never compromised by the fire, as well as ensuring they are 

confident that they understand the fire type and adjacent risks. Similarly, they should retreat if, despite their 

best efforts, the fire continues to grow. Steve Baker or Graham Barker our fire marshals will “sweep” the 

buildings to ensure that everyone is out safely. 

In Summary: 

• Raise the alarm. 

• Call the Fire Service. 

• Fire Marshals should check escape routes. 

• Check visitor books to establish who in addition to staff are on site 

 

Step 2 – Evacuate 

• Evacuation should be prompt and calm, with everyone making their way to the designated assembly 

point on the grass at the depot entrance. 

Any hazardous machinery or processes should be shut down in line with the fire evacuation procedure for 

the site. 

Do not stop to collect any personal belongings. Head directly to the nearest emergency fire exit. Put your 

hand against any doors you go through to check that the fire is not on the other side, and the last person out 

should try to close doors behind them to prevent the fire spreading through the building’s “fire 

compartments” and also to reduce the level of oxygen available in any room to feed the fire. 

If the escape route is affected by smoke, drop down onto the ground and crawl, as the available air will be 

cleaner closer to the ground. 



 

In Summary: 

• Be prompt and calm. 

• Turn off any hazardous machinery. 

• Do not stop to collect personal belongings. 

• Head to the nearest fire exit. 

Step 3 – Get to the Assembly Point 

The location of the assembly point is on the grass area by the entrance gate. 

Once you have exited the building, everyone should meet there. 

A headcount (or nominal roll call) should be performed, making sure that any visitors are accounted for. 

You should not re-enter the building until told to do so by an attending Fire Officer. 

In Summary: 

• Meet at assembly point. 

• Headcount. 

• Don’t re-enter building. 

If You Become Trapped Inside 

Try and get to a room with a window. 

Block the gaps under doors with materials such as clothing, bedding, towels etc. to prevent smoke from 

entering. 

If your clothes ever catch fire, don’t run around as this will fan the flames; instead, remember: 

• Stop 

• Drop 

• Roll 

Stop immediately, drop to the ground and roll to smother the flames. 

 


