


General Evacuation Procedures: Clatter Community Centre

BEFORE A FIRE
1. Know the location of 
· All fire alarm break glass points
· The nearest exit and at least one alternate exit in your area
· The evacuation re‐assembly area for your building
2. Know the location of fire extinguisher. Fire extinguishers are used to extinguish small fires (trashcans, cloth, small appliances, etc.). Only if a fire is small and you feel confident in their use should you try to extinguish it.
IF YOU DISCOVER A FIRE
1. Sound the alarm at the nearest fire alarm break glass. The fire alarm will sound throughout the building. It will not alert the Fire Department. Generally, pull stations are located near egress points and exit doors. 
2. Evacuate. Follow the evacuation procedure described below under “When the Fire Alarm Sounds.”
3. Dial 999 once you are in a safe place. Give the dispatcher the location of the fire (if you know it) and any details about anyone needing special assistance
WHEN THE FIRE ALARM SOUNDS
 Automatically assume there is a fire.  When the fire alarm sounds, follow these evacuation procedures:
· Close doors. If time permits, close doors as you exit. This helps confine the fire and protect possessions from smoke damage.
· Leave the building. Evacuate the building quickly by using the nearest exit. Walk quickly but do not run. Take only essential personal items such as car keys and purse in case the building is closed for some time.
· Go to your post‐evacuation assembly area. Let the person in charge know that you are missing someone.  
· Do not go back into the building until the Fire Department indicates it is safe to do so. Just because the alarm stops sounding does not mean it is safe to re‐enter the building, wait for instructions.
· If it is safe to do so, check any adjoining areas such as toilets on the way out of the building to be certain that everyone in the area is aware of the alarm.  
 EVACUATION OF PERSONS WITH DISABILITIES
· Offer to guide the visually impaired and assist the hearing impaired to evacuate.
IF YOU ARE UNABLE TO LEAVE
Feel Doors Before Opening.  Before opening any door, feel the metal doorknob or the back of the door. If it is hot, do not open the door. If it is cool, open the door slightly; if heat or heavy smoke is present, close the door and stay in the room. Seal the cracks around the door with towels or other materials. If a telephone is available, dial 999 and let the dispatcher know your location and that you are unable to exit. Open a window and hang an object (like a jacket or shirt) out the window to attract the Fire Department's attention.   
FIRE FIGHTING EQUIPMENT
1. Keep Fire Doors closed. Stairway and hallway fire doors confine smoke if they are closed and help protect you until you can get outside. Fire doors are never to be blocked or propped open.
2. Report damaged or missing fire equipment. To maintain all fire equipment in operating condition, immediately report any damaged or missing fire equipment to Clatter Community Centre Committee.
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