
Fire Safety Procedure 
1. At the start of any meeting the organiser of the meeting should point out the 

location of the fire exits to their guests (see below) 

2. For the duration of their hire, and before leaving the building, the organiser 
should ensure that no exits or fire exits are blocked. 

3. In the event of the fire alarm sounding, evacuate the building using the allocated 
exits. 

4. In the event of a fire the organiser should contact the Fire Brigade on 999 and 
evacuate the building using the allocated exits (see below). 

5. When the building has been evacuated inform the Bookings Manager. 


