Evacuation and Fire  - Policy and Procedure

13.1

General Statement
The Trust is a responsible employer and takes its fire safety duties seriously. For this reason we have formulated this policy to help us comply with our legal obligations to staff and visitors under the Fire Precautions (Workplace) Regulations 1997 (as amended). These include the provision of a safe place of work where fire safety risks are minimised. Due to its importance, this fire safety policy also forms part of our overall health and safety policy.

13.2

Employees’ duties

All employees have a duty to take reasonable steps to ensure that they do not place themselves or others at risk of harm. They are also expected to co-operate fully with us in complying with any procedures that we may introduce as a measure to protect the safety and well-being of our staff and visitors.

13.3

Communication

We will keep staff informed of any changes that are made to our fire safety procedures and fire risk assessment. We will also ensure that all visitors to our premises are briefed in the evacuation procedures and not left alone unless they are aware of, and familiar with, all available escape routes.

13.4

Procedures

We have introduced the following procedures in order to maintain high standards of fire safety
· a fire risk assessment has been undertaken which will be reviewed annually. However, more frequent reviews will occur if there are changes that will impact on its effectiveness. These may include alterations to the premises or new work processes

· the fire evacuation procedures will be practiced at least annually 

· training will be provided as necessary to any staff given extra fire safety responsibilities, such as fire wardens.

· it is our policy that all staff will be trained in the use of fire extinguishers

· all new members of staff and temporary employees will be provided with induction training on how to raise the alarm and the available escape routes 

· all escape routes will be clearly signed and must be kept free from obstructions at all times

· The fire alarm is a siren, and in certain areas a flashing red beacon. When activated, all staff (except those with special designated duties) should leave the building immediately by the nearest exit.  Do not stop to collect anything.
· all fire-related equipment will be regularly serviced and maintained. If any employee notices defective or missing equipment, they must report it to a manager 

· alarm systems will be tested regularly. This takes place at on Monday mornings between 9 and 9.30 am

· any other safety systems will be checked regularly to ensure correct operation, where necessary, e.g. emergency lighting 

· this policy forms part of employees’ conditions of employment. Failure to comply may be treated as a disciplinary matter.

13.5

PROCEDURES IN THE EVENT OF A FIRE

On discovering a fire

· if you discover a fire raise the alarm immediately. Alert the Stage Door immediately and operate the nearest break glass call point
· if you have been trained and feel that it is safe to do so, attempt to fight the fire using the equipment provided. Do not put yourself at any personal risk.  If you find yourself using more than one extinguisher – leave.  If you are not capable of fighting a fire – leave.
· if you cannot deal with the fire, evacuate immediately. Ensure that no-one is left in your area and close any doors behind you

· do not stop to collect personal belongings

· do not use any of the theatre lifts

· play your part in the roll call so you are safely accounted for.

13.6 Fire Alarm
The fire alarm, at both theatres is a siren in backstage, admin offices and all non public areas.  Public areas at the Festival Theatre have red flashing Strobe lights.  These alert members of staff and prevent panic from the public, allowing them to be directed by staff to evacuate – make yourself aware of where these strobes are.  At the Kings, public areas, during performances, are alerted by the duty manager.

If you hear the fire alarm

· operate any essential shutdown devices, e.g. machinery

· immediately leave using the nearest available fire exit

· report to the assembly point for a roll call

· if you are with a visitor, ensure they accompany you.

13.6.1 During Performances
If an evacuation is to take place during a performance, the Duty FOH Manager will make an announcement from stage, and FOH staff will assist theatregoers from the Theatre as detailed in FOH training.  Other staff and Visiting Company members or visitors should leave the building using the nearest exit and make their way to the assembly point in Nicolson Square – Festival Theatre or Valleyfield Street – King’s Theatre.  The Visiting Company Manager should do a roll call of company members.  The audience will be evacuated by FOH staff to:

Festival Theatre 

east - Roxburgh Place (behind Surgeon’s Hall) 

west – Teviot Square.

King’s Theatre 

north – Drumdryan Street

south – Valleyfield Street

13.6.2

Out with performance times

At all other times, employees should leave the building using the nearest exit, make their way to the following assembly points and report to the most senior member of staff:

Festival Theatre
to the courtyard unless advised by Fire Wardens to evacuate to  Nicolson Square 

King’s Theatre 
Valleyfield Street – 

Departments must stay together so that your senior manager, or Fire Warden can complete a roll call.

13.7

Duties of staff in the event of an evacuation

13.7.1

Stage Door Staff

They are the liaison between the fire services and FCTT officials.  As a back up to the automatic fire alarm connected to the Fire Services, stage door staff contact the fire station to confirm that they have been alerted.  They stay by the phone till the fire brigade arrive unless advised by the person in charge, and pass the signing in book and board to the fire wardens or duty manager.  They provide support to FCTT officials by distributing radios and making building plans available for them and fire services.

13.7.2 Fire Wardens
Each area of the theatres will be assigned a fire warden.  These are - 

Festival Theatre 

· Admin offices and Box Office

· Front of House

· Café and Function areas

· Back Stage

King’s Theatre 
· Front of House (during perf)

· Café and Function areas (during perf only)

· Back Stage

· Stage Door (to advise if staff are foh)

· It will be this persons task to ensure that all members of staff and/or visitors have left the building safely.  

· They should report this to the person in charge at the Stage Door, then wait with the evacuated staff in the assembly point.  

· They will advise evacuees if they should move away to the secondary assembly point.  

· They should wear yellow vests and be easily recognizable to staff and visitors

13.7.3 Person in charge
This person is the senior manager in charge, senior technician or duty manager.
Their tasks include

· gathering all information regarding the evacuation

· establish if it is a genuine fire or false alarm

· ensure that the fire brigade has been called

· receive reports from the fire marshals to show that all staff/patrons have been evacuated.

· liaise with the fire brigade on its arrival.

The person in charge has the authority, in conjunction with and with advice from the fire services, to end an evacuation and recall all staff/patrons into the buildings
13.8 Your Safety
The safety of employees and others, including members of the public, is paramount and at no time should any personal risk be taken.

13.9

Bomb Threat

Members of staff most likely to receive a telephone bomb threat have pro-forma forms to fill in with detailed instructions of what questions to ask the caller, and how to react.  The co-ordination point, after a bomb threat has been received, is the stage door.


The Police will give us advice on the likelihood of a hoax, but the action to be taken is the decision of the first senior manager that can be contacted.  Stage Door staff have emergency contact numbers for managers and must contact either the General Manager or a manager immediately.


It may be that we want to search the building, in which case we shall ask for volunteers.  If we search the building, we are likely to be much quicker as we can spot suspect packages much more easily.  Search teams will be split into three areas:  Stage, Auditorium, and FOH and offices.  Red cards are available in the “Fire Pack” at stage door, to be left beside suspect packages for bomb disposal officers to locate them quickly.


If we are to evacuate the building for a bomb threat, we will use the same method as for fire, but may need to restrict egress routes.  Please be aware of any special instructions or directions issued in this instance – it may be that we have to specifically avoid using certain routes.
