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1. Sound of the Alarm

The sound of the alarm will be a loud continuously two tone sound.

2. Raising the Alarm
In the event of a fire or other emergency:

If the event is discovered by a staff member or volunteer, or a visitor notifies a staff member
or volunteer of an emergency event, the alarm will be sounded by manual activation of the
nearest emergency alarm.

These can be found in various locations around the building, detailed as a Red Circle on the
building plans in Appendix 2.

If fire is detected by automatic detectors, this will trigger the fire alarm to sound
automatically. Gas supply to the kitchen area will automatically shut off when the alarm
sounds and the vertical shutters in the kitchen area will automatically slowly lower.

3. Action persons should take on hearing the alarm

The following actions will be taken upon the fire alarm being sounded:

e The group leader, or in the case of an external group hiring the premises, the adult in
charge of the hire group will take charge and lead in the emergency evacuation.

e Inthe event of a fire, Dial 999 and request attendance by the Fire Service.

e This person must give their name, name of building (Croxley Green Baptist Church),
building address (225 Baldwins Lane, Croxley Green, Hertfordshire, WD3 3LH), their
contact number and details of the fire.

e Fluorescent waistcoats for leader in charge are located by Large and Small Hall exits
(marked on the plans in Appendix 2).

e Commence evacuation of the building. Remember to speak in a clear, loud voice to
ensure you are heard over the noise of the alarm.

e During the evacuation, sweep the building as you leave to ensure all areas are clear
of people, (including back areas, toilets etc.) if safe to do so, and ensure all doors are
closed on the way out. Internal doors with door guards will close automatically upon
activation of the emergency alarm.

e If safe to do, the electrical mains and gas supplies should be switched off before
leaving the building. The location of these is detailed in Appendix 2 marked Purple
(gas) Yellow (electricity).

e Ensure nobody re-enters the building until it is confirmed safe to do so by the Fire
Service.
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e Meet at one of the assembly points shown in Orange in Appendix 2 and as far as
possible, check all contractors, staff members and volunteers are accounted for.
e Liaise with the Fire Service upon their arrival.

4. Escape Routes

The escape routes from the building are shown with Red Arrows in Appendix 2.

5. Emergency Assembly Point

There are two emergency assembly points, the pavement of Baldwins Lane and at the
boundary pavement of Sherbourne Way, if safe to do so, meet at one of these evacuation
points as marked in Orange on Plan 1 and Plan 3 in Appendix 2. Please ensure access is
available for emergency vehicles.

6. Fighting Fires — Extinguisher Use

Fire extinguishers will only be used where:

e People have received training and feel confident in their use.
e Where it is deemed safe to do so, i.e. there is a clear means of escape, fire is small.

Personal safety always takes priority and, if in any doubt, staff or volunteers should not
attempt to extinguish a fire. The location of fire extinguishers is shown in Appendix 2, along
with a description of their type (Foam, CO2, Powder or H20). NOTE: There is also a fire
blanket in the main kitchen area.

7. Location of Key Safety Hazards & Fire Related Equipment

Location of key safety hazards or other fire related equipment:

e Gas supply shut off: Marked in Purple in Plan 2, Appendix 2.

e Mains electrical supply: Cupboard in Foyer (key number 6), marked in Yellow on Plan
1, Appendix 2.

e Mains water inlet: Marked as a Blue Tap in Plan 2, Appendix 2. Note: The water inlet
is located behind a panel at floor level.

e Main Fire Alarm Panel: Located in the Large Hall Lobby, marked in Pink on Plan 2,
Appendix 2.
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8. First Aid Kits & AED Device

First Aid kits are marked on the plans in Appendix 2 as a Green Cross. There are kits located
in the Church Foyer Kitchen and the Main Kitchen. There is also an AED outside the Main
Hall Lobby, marked as a Red Cross in Plan 2, Appendix 2.

9. Equipment Needed to Effect the Emergency Plan

If it is safe to do so, the person in charge/Evacuation Marshall should put on a high visibility
tabard (these are located by Large and Small Hall exits (see colour key in Appendix 1 to
determine location in Appendix 2) and commence evacuation.

10. Variations to Plan

For lone workers, where it is impossible to ascertain whether there is anyone else in the
building, the priority is to leave the building, checking immediate surrounding areas as you
exit. In the event of a fire, call the fire brigade and await their attendance in one of the
muster areas.

11. Back-up Arrangements

For external bookings, an activity must not be undertaken unless a person has been
nominated to take responsibility for following this procedure in the event of an emergency.
For internal groups, a designated person must be appointed for the duration of the session
to act as Evacuation Marshall.

12. Responsibilities

12.1 Document Validity

The Premises Deacon is responsible for ensuring this document is up to date, for ensuring
leaders are informed of the evacuation plan and know their roles/responsibilities.

12.2 Internal Groups

For each internal group taking place in the building, an appointed Evacuation Marshall must
be present. Evacuation Marshalls must have familiarised themselves with this document.

12.3 External Groups

The person booking the hall is responsible for carrying out the evacuation of the building (or,
in cases where they will not be present at the booking, for nominating a person(s) to carry
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out the duty in their absence and ensuring that person has familiarised themselves with this
document.

13. Fire Alarm (Siren) Shut Off Procedure

The following steps will silence the audible alarm siren and reset the alarm, providing none
of the Break Panels have been activated.

° The main alarm panel is marked in PINK on Plan 2, Appendix 2.

° Find the alarm key (number 29) in the key box, located in the photocopier room
marked GREEN on Plan 2, Appendix 2.

° Put the key into the main Alarm Panel.

° Turn the key clockwise.

. Press Silence.

° Press Reset.

. Turn key anti-clockwise, back to original position.

. Remove key.

° Replace key in the key cupboard.

If one of the Break Panels has been activated on site, you can silence the audible siren as per
the steps above, but the Break Panel will need replacing before the alarm can be fully reset
(replacement Break Panels are located in the key cupboard on the bottom shelf). Contact the
Church Office as per the contact section below.

14. Emergency Alarm Contacts

Church Office: 07525 060149
Senior Minister (Steve): 07804 279715
Deacon (Dave Hofer): 07966 582836
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15. Appendix 1 - Plan Colour Key Code

Red arrows denote the location of the Emergency Exits.

Denotes the location of the Fluorescent Waistcoats.

Denotes the location of Emergency Break Panels.

OHE

ELEC Denotes the location of the Main Electricity Trip Switch.

Denotes the location of the Key Box.

Denotes the location of the Main Gas Inlet/Shut Off Point.

Denotes the location of the Main Fire Panel.

Denotes the location of Fire Extinguishers.

Denotes the location of the site AED.

Denotes the location of First Aid Kits.

Denotes the location of the Main Water Inlet.

N4 Ceo006
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16. Appendix 2

16.1 Plan 1 — Main Worship Space
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16.2 Plan 2 — Large Church Hall
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16.3 Plan 3 - Small Church Hall

PLAN 3 - SMALL CHURCH HALL & KITCHEN

©

i o 1 )ﬁ P

HE

e

FOAM

@

@

© E co2

BLANKET @é

10



Croxley Green Baptist Church General Emergency Evacuation Procedures

16.4 Plan 4 - Youth Room/ Space (Upstairs)

PLAN 4 - YOUTH ROOM

¢ \ v \\ \

' \ AN
N\
NN \‘\\\\ \ \\\\ \\

L S ooadde

PN A\ X
m | O
X ’

n

4

HOO014d L

ng A g

Id o
A

-,

[=]

>

4

11



Croxley Green Baptist Church General Emergency Evacuation Procedures

Appendix 3

Emergency Evacuation Instructions: Church Services

The Fire Marshals at every service will be those leading the service - the Ministers,
Worship Team and Welcomers

All Fire Marshals should familiarise themselves with the designated escape routes and
the assembly points in Baldwins Lane and Sherbourne Way.

Seating and table arrangements in both the church and halls should always allow for
safe escape routes. This must be visually checked before every service by the Fire
Marshals.

The areas crosshatched yellow in the car parks must be kept clear at all times and if
obstructed, the person should be asked to move their vehicle.

Both the main church inner and outer exit doors must be left unbolted for services.
Other exit doors are openable by thumb locks to be used by those evacuating.

Break glass fire alarm buttons are located at convenient locations around the church
and halls. Fire Marshalls should familiarise themselves with their locations.

On hearing the alarm, which will be tested at services a minimum of twice a year, the
Fire Marshals should immediately identify themselves by donning the high visibility vests
provided.

Overall control of the evacuation will be taken by the Service Leader who will call The
Fire Brigade (or other emergency service where appropriate) via 999, the emergency
explained, and the address of the Church given as 225 Baldwins Lane, Croxley Green
WD3 3LH.

Attempts to deal with the fire or incident should not be made unless it is of a small scale
and the person is trained and equipped to do so. If in doubt always sound the alarm,
evacuate the premises, and call the emergency services!

Evacuation should start immediately through the designated emergency exits at the
front, rear and sides of the Church. Welcomer Fire Marshals should control the main exit
doors and the other Fire Marshals the rear doors. The closest exits to the congregation
should be used where possible.

Those evacuating should be instructed not to attempt to take their cars.

The Fire Marshals must take control of the situation and shout directions to evacuate
immediately.

Particular attention should be paid to those with mobility issues. A Fire Marshall or other
responsible person should stay with them, keep them safe, and evacuate them last to
avoid blocking exits with mobility equipment.

Where possible, and safe to do so, allrooms in the building (including toilets, cupboards
and the upper room) should be swept by the Fire Marshals for occupants.
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e |tisimportant that Fire Marshalls communicate between themselves during the
evacuation to speed the exit of all occupants and avoid confusion.

e Once in their assembly points occupants should not be allowed to return to the building
until instructed to do so by a Fire Marshal or the emergency services.

December 2025
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