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Action to be taken by a person discovering a fire 
 
 
 
 
 
How the fire brigade (and any other emergency services) is to be called and who is responsible 
 

 
 
 
 
Fire warning system (description of bells/sirens/voice, etc and types of signals and location of system 
panels) 
 
 
 
 
 
 
 
Evacuation procedures (description of procedures to be followed) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Lavant Memorial Hall 

Pook Lane, Lavant, Chichester, West Sussex 

26th September 2025 

D Kent 

Hall Health & Safety Representative 

7th October 2025 

R Wignall Signature: signed original held on file 

The person discovering a fire would usually be the hirer of the building. They should immediately activate the 
fire alarm from one of the call points located at each hall exit and evacuate the building. Only attempt to tackle 
the fire with the firefighting equipment provided locally if it is safe to do so. 

The person responsible for the group or individuals hiring the building must ensure everyone present evacuates 
the whole building and the fire service is called. Responsible persons should call the fire service via 999 or 112 
on a mobile phone. ACTIVATING THE ALARM ALONE DOES NOT ALERT THE FIRE SERVICE. 

Lavant Memorial Hall is equipped with an automated fire alarm system with smoke and heat detectors 
throughout the building. The system can also be activated from manual call points located at each exit as 
marked on the Fire Evacuation Plan, which is downloadable from the hall website 
https://www.lavantmemorialhall.org.uk/facilities/ and is also displayed in the hall foyer. Once activated, the fire 
alarm sounds throughout the building, augmented by visual strobes. The fire alarm control panel is located in 
the foyer.  

Once a fire has been identified and confirmed, all occupants of the building must leave by the designated fire exits, 
which are all clearly signed, activating the nearest manual call point on exit, and make their way to the fire assembly 

point which is the Village Green, keeping well clear of the building. The person responsible for the group of 
individuals should carry out an accountability check, or roll call. 
 
Activating the fire alarm will alert a member of the hall management team, who will attend.(the Responder) Once the 
fire service has been called, the responsible person should contact the Responder. Failing that, the responsible 
person must phone the Booking Secretary on the available contact number to inform them of the situation. The 
responsible person must report to the Fire Service on their arrival, confirming the accountability check/roll call, and 
providing other information as requested. 
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This plan will be reviewed annually or when there is a significant change in the premises’ fire safety risk assessment. 
 
 

 

 
Key escape routes (how access can be gained, where they lead to, how they are protected from fire) 
 
 
 
 
 
Assembly points 

 
 
 
Duties and identities of persons with specific responsibilities 
 

 
 
 
Arrangements for safe evacuation of persons identified as being specially at risk from fire 
 
 
 
Firefighting equipment provided (locations and details) 

 
 
 
Specific arrangements for high fire risk areas 
 
 
 
 
Procedures for liaison with Fire Brigade on arrival (who, where, what, etc.) 

 
 
Training needed by individuals and arrangements for giving such training 

The Hall fire assembly point is located on the Village Green immediately behind the Green Room. 
 
There is sufficient space for persons to keep well clear of the building. 

The hall cleaner and members of the hall management team will periodically check that escape routes are clear and 
unobstructed, but, since the hall operates unattended, this cannot be done prior to each hire. During the period of hire 
the hirer has responsibility for ensuring all escape 
routes are maintained in a safe manner. 

The Hall is single storey and on a single level, apart from the stage. The standard evacuation arrangements apply. 

The Hall is provided with Foam Spray and Carbon Dioxide portable fire extinguishers which are 
located within the Main Hall, Green Room, Kitchen and corridor areas. The extinguisher locations are 
marked on the Fire Evacuation Plan. 

There are no designated high fire risk areas. 

 

The hirer, or their authorised representative as set out in our Conditions of Hire, would be expected to liaise with the 
fire service, unless advised otherwise by the Responder on his arrival. 

 

It is a condition of hire that the hirer confirms they or their authorised representative, if any, has read this document 
and understood the Fire Evacuation Plan. The Booking Secretary will answer any questions on fire safety 
arrangements, 

The main escape routes are through two pairs of final exit doors located in the Green Room and main entrance 
lobby. There are additional secondary escape routes from the Kitchen and from the Stage area via the rear of 
the stage. All exits and escape routes are signed, and must be kept clear at all times 


