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Evacuation Procedure – Fire Wardens  

Once the alarm has been activated all Fire Wardens should ensure that: 

1. Employees leave the building in an orderly manner by the nearest Fire Exit.

2. Where appropriate, ensure that employees with a disability are accompanied to a place of safety (stairwell) or helped exit the building as necessary.

3. A general sweep of the offices/toilets is carried out.

4. Once the evacuation is complete all information available (including the location of any persons with a disability) should be passed to the Senior Fire Warden at the front of the Building.

5. The Senior Fire Warden is responsible for passing information to the Fire Service/Police.

6. The assistant Senior Fire Warden to report to the Senior Fire Warden and don a high-visibility waistcoat and assist as required.
7. All other Fire Wardens should report back to their Assembly Points and await further instructions.

8. The assistant Senior Fire Warden will sound the ‘all clear’ signal when instructed to do so by the Fire Service/Senior Fire Warden.





Do Not put yourself at Risk





Do Not Tackle Fires





Get Out and Stay Out
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