éntecﬂentre

Fire & Evacuation

Procedures

Document Control
Title Fire & Evacuation Procedures
Date of review 04/05/2026
Next Review 04/05/2027
Document Owner Salih Yilmaz
Version Control History
Date Paragraph/section Reason New issue no.
amended
04/05/23 Created V1
04/05/24 Reviewed V2
04/05/25 Reviewed V3
04/05/26 Reviewed Annual review V4
V4 May 2026 362 Essex Road e Islington ¢ London ¢ N1 3PD
By Senior Manager Tel: 020 7354 5655 1

Signed by S.Y. info@intechcentre.com ¢ www.intechcentre.com


mailto:info@intechcentre.com
http://www.intechcentre.com/

Entecﬂentre

Fire & Evacuation Procedures

Fire procedures for Intech Centre are detailed below. Further details of locations of fire alarms and fire assembly
points are displayed on the Fire Instruction Notice in your area.

If you have any queries, please contact the Centre Manager.

IF YOU DISCOVER A FIRE
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Can you safely extinguish the fire

without risk to yourself?

I

YES NO

Sound the alarm by breaking the Sound the fire alarm by hitting

nearest fire break-glass panel. the nearest fire break-glass panel
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Close any windows and doors
(Red Label-WaterN [Black Label-coz\ immediately surrounding the fire

\_ J
Use for general Use with electrical
fires, but not near appliances. Not
electrical suitable for textile, Evacuate the building as quickly
appliances wood, paper etc. as possible, encouraging others
fires to leave also and closing any

Proceed to Fire Assembly Point

k j k j (In front of Raj Hotel)
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IF YOU HEAR THE ALARM

Staff and users, except Evacuation Marshals
l. Leave the building immediately using the nearest available exit.

1. Do not enter any area where there is evidence of fire or smoke. Before opening any door to a room which
does not have a vision panel, check if the door handle is hot. Do not open any door if the handle is hot.
Report the location.

lll.  Close any doors through which you pass.

V. Do not stop to collect personal belongings.

V. Report to Fire Assembly Point (in front of the Islington Inn Hotel)

VL. Help to ensure that users keep well away from the Centre, and that there is no unauthorised access to the
building.
VII. Do not re-enter the building without permission.

Evacuation Marshals (Centre Staff)
i Encourage users to evacuate the building

ii. Check your area to ensure all staff/users have left, including all study rooms, toilets and storage area

iii. Do not enter any area where there is evidence of fire or smoke. Before opening any door to a room which
does not have a vision panel, check if the door handle is hot. Do not open any door if the handle is hot.

iv. Close all room doors.

V. Note any problems - e.g. users refusing to leave, disabled users.

Vi. Report to the Evacuation Co-ordinator (Manager, wearing yellow vest and carrying a clip board) at Fire
Assembly Point, and give notification of any problems and the whereabouts of any disabled users unable to

evacuate.
vii. Help to ensure that users keep well away from the Library building, and that there is no unauthorised access
to the building.
viii. Permit re-entry to the building when authorised by the Security Officer.
iX. If you are away from your area at the time of the fire do not return, but notify the Evacuation Co-ordinator if

you know that the area is unsupervised.
X. Evacuation Marshals are not fire fighters. Do not put yourself at risk in carrying out these duties.

Refusal to Evacuate

Refusal to leave the Building during an evacuation is a disciplinary offence. If possible, details should be obtained
from those refusing to leave and names of individuals should be notified to the Evacuation Co-ordinator. Do not
delay your own evacuation by trying to persuade anyone who refuses.

Fire Drills

Fire drills are arranged by the Centre manager and are usually held twice a year.

Following the fire drill, copies of the completed "Fire Report Sheet" are evaluated by the management for areas of

improvement.
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