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What to do in the event of a Fire 

 It is essential that you follow these instructions in the 

event of a fire.  Please familiarise yourself with this 

procedure to minimise potential problems in the 

event of an emergency 

 

• Turn on the lights if necessary and make sure any noise making equipment (i.e. 
Disco / Stereo) is turned off so that people can hear important information and 
evacuation instructions. 

• Point out the Fire Exits (plan available in Village Hall lobby) and instruct people 
to keep calm and evacuate the hall in an orderly manner. 

• Ask people to assemble on the grass/pavement outside the perimeter fence to 
the front of the Village Hall. It is essential that everyone then remains at the 
assembly point so that all attendees can be accounted for. 

• Always check the toilets to ensure nobody is in there. 

• Make sure that the roller hatches and door into the kitchen are closed to 
minimise the risk of the fire spreading if safe to do so. 

• Once you are sure that the hall has been cleared of people call the fire brigade 
on 999 if someone has not already done so. 

• Make a headcount at the assembly point and make sure everyone is accounted 
for.  Inform the fire brigade if anyone is not accounted for. 

• Please inform either of the following trustees of the Village Hall CIO that there 
is a fire and that the fire brigade has been called: 

o Cass Miller Jones (Chair) on 07880 190898 
o Helen Metcalfe (Secretary) on 01869 346697 
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