PINXTON VILLAGE HALL

FIRE EMERGENCY PLANS FOR HIRERS OF ROOMS

RESPONSIBILITIES FOR SHORT TERM LEASING OF ROOMS
When the premises or rooms are hired out it is crucial that the Hirer understands their duties for the duration of the event or function.

The Responsible Person for each event will need to be identified and recorded, and their legal duties made clear to them.  In particular they must be made familiar with the layout of the premises, the fire safety arrangements and the Emergency Plan.

The following instruction are part of the contact of hire and are provided by the Council to the Hirer in order to help make the Responsible Person aware of their legal duties

PRE-HIRE AGREEMENT

As the Responsible Person for the event/function. You have the legal duties with regards to the safety of all persons assisting or attending the event.

Before the event of function you should decide:-

· Your arrangements for fighting fire – is the equipment provided suitable and sufficient for any fire arising from your activities?

· The number and identity of assistants or staff to assist you in the event of a fire e.g. to ensure all persons leave the building, the toilets and other areas are checked, and the cooker is left safe

· Your arrangements for the safe evacuation of peoples identified as being especially at risk, such as performers, people with disabilities, children, members of the public and visitors

· Who will stop and machines/processes/power supplies that need to be stopped or isolated if there is a fire?

· Your plans to deal with people once they have left the premises, especially children and old people, or those with special needs 

· NOTE  No additional risks will be brought into the building without advance agreement, e.g. flammable liquids, pyrotechnics, naked flames, heaters, gas cylinders etc.
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RUNNING YOUR EVENT
At the start of the event of function you should notify all those present about:-
· The smoking policy

· The fire alarm signal
· Who is supervising the event and how to identify them

· Location of all the exits and escape routes

· Evacuation of the building not waiting to collect other belongings

· The location of the assembly point

· Not to re-enter the building until the Fire Officer says it is safe to do so

During the event or function you should ensure that:

· Escape routes and exits do not become obstructed or blocked

· The No Smoking policy is adhered to

· Kitchen rules are adhered to:-

· Keep hob clear of combustibles at all times

· Deep fat frying - (Not permissible without prior agreement)

· Cookers must be supervised at all times they are in use
· Make yourself aware of gas and electricity mains controls
· Make yourself aware of the safe use of the fire blanket
· After use the kitchen must be checked before leaving to ensure all is safe

· No naked flames are started (unless pre-authorised e.g. candles)

· Where naked flames are present that combustible material is kept clear. (Not permissible without prior agreement)
· Rooms do not become overcrowded

· Nosie levels cannot drown out the fire alarm

YOU SHOULD ALSO IDENTIFY ANY PERSONS WITH SPECEICAL NEEDS SUCH AS USERS OF WHEELCHAIRS, OR WHO HAVE IMPARIED EYESIGHT OR HEARING

They will need special care and help down the steps outside the building in an emergency
· The person needing should be helped to the head of the steps.  An assistant should wait with them there until the exit and steps are clear

· The wheelchair user should then be assisted down the steps with both assistants working together as a team

· One assistant goes in front of the chair and holds the frame of the chair, whilst the other assistant goes behind the chairs and holds the push handle attachment

· Check that the push handle/push bar are securely fixed in place before you start.  Fold the anti-tip devices upwards
· Balance the wheelchair on the drive wheels until the balance point is found
· The wheelchair is then rolled down the steps, one by one, by letting the drive wheels roll over the edge of each step

· Assistants should remember to lift correctly, using their legs and keeping the back as straight as possible
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