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Assembly point: the bus stop at the top of the green in front of the building.

Responsible person
Parish Clerk (for all Parish sites)
Hall General Manager (Deputy RP, and Senior Fire Marshal for Hall)

Fire Marshals: 
Senior Fire Marshal: Hall General Manager.
Day reserve: Receptionist. Evening/weekend reserve: Caretaker.

Ground Floor – Meeting Room 1,4, 5 and, Huntercombe Hall: Hall General Manager.  
Day reserve: Caretaker or Assistant Clerk. Evening/weekend reserve: Caretaker.

Ground Floor – Reception area, café, Dropmore Hall, Kitchen, Bar, Main & Disabled toilets: Receptionist. 
Day reserve: Caretaker or Assistant Clerk. Evening reserve: Caretaker

First Floor  -  Council offices, meeting room 2,3, BHPT Office & staff toilets: Parish Clerk. 
Day reserve: Finance Manager. Evening reserve: Caretaker.
As of July 2025, the following staff are trained as Fire Marshals:
Parish Clerk, Assistant Clerk, Finance Manager, Hall General Manager, Receptionist/Bookings Supervisor, 2 x Zero Hours Caretakers, 3 x Groundsmen (not based on site).
In addition three members of staff from Burnham Health Promotion Trust (tenants of the Council), who are based on site, have also been trained.

1. General Statement
We are a responsible employer and take our fire and safety duties seriously. We have formulated this policy to help us comply with our legal obligations to staff, hirers, visitors and members of the public under the Fire Safety Order (2005). These include the provision of a safe place of work where fire safety risks are minimized. Our priority at all times is the safety of individuals.

It is the policy of Burnham Park Hall to protect all persons including employees, customers, contractors and members of the public from potential injury and damage to their health which might arise from work activities.

Burnham Park Hall will provide and maintain safe and healthy working conditions, equipment and systems of work for all employees, and provide such information, training and supervision as they need for this purpose.

Burnham Park Hall is committed to Health and Safety and will comply with all statutory regulations.

2.  Employee Duties

All employees have a duty to take reasonable steps to ensure that they do not place themselves or others at risk or harm. They are expected to co-operate fully with any procedures that may be introduced as a measure to protect the safety and well-being of staff, hirers, visitors and members of the public.

Employees also have responsibility for ensuring that visitors or contractors who are visiting them, are aware of fire safety procedures, and likewise for members of the public using the Hall


3. Fire Safety Systems

Fire Warning System: Combination of audible sound alarms and sound alarms with LED indicators. Automatic fire detectors, break glass system to BS5839. 

Emergency Lighting

4.  Communication

All employees will be kept informed either directly or via their line manager of any relevant changes to fire safety procedures or fire risk assessments.



5.  Procedures

The following procedures are in place to ensure high standards of fire safety.

Fire risk assessments are undertaken annually by an external appropriately qualified person,  and are reviewed regularly.  However, other reviews will occur if there are changes that will impact on them.  These may include alterations to the premises or new work processes.  The actions arising from fire risk assessments are the responsibility of the Hall General Manager reporting to the Responsible Person.

The fire evacuation procedure will be practiced every six months, and a record will be kept of the date and time taken to evacuate the building in the digital fire log book. The QR code for this log book is both on the Fire Alarm Panel and in the Grab Bag detailed below.

It is noted that there are two distinct situations where different evacuation procedures are required.  Firstly, when a full complement of staff are present and the council office staff are working and secondly, during evenings and weekends when there may only be one member of staff on site.

Appropriate training will be provided to any staff given fire safety responsibilities such as Fire Marshals.

All new members of staff including temporary employees will be given induction training on how to raise the alarm and the available escape routes.

All escape routes shall be clearly signed and kept free from obstruction at all times.  Escape routes shall be checked regularly by the Hall General Manager or another person appointed by the Hall General Manager or Responsible Person.

All fire extinguishers will be serviced and maintained annually by a suitable contractor.  If any employee notices defective or missing equipment they must report it to the General Manager.

Alarms are checked every 6 months by a suitable contractor, and are tested weekly.

Emergency lighting is checked annually by a suitable contractor.



6. Lift Evacuation

When the lift gets a fire signal from the fire alarm system it will return to the exit floor and stay there with its doors open until the signal is removed- It will therefore not be in use.

If there are people trapped in the lift during a fire then it will the responsibility of the fire service to rescue them. 

A Safety Notice inside the lift provides instructions on what to do in the event of a breakdown. The person within the lift car should be able to communicate with our service provider while waiting rescue.




7.  Emergency Evacuation Plan

NB: To try and account for occasions where members of staff designated with various functions within this Emergency Evacuation Plan are absent, deputies have been allocated to all functions.  However, in the event that both members of staff designated for a specific function are absent, the Senior Fire Marshal present shall temporarily allocate the function to an alternative suitable trained member of staff. If the Senior Fire Marshal is not present, the senior member of staff present shall assume those duties.

· If you discover a fire:
Raise the alarm immediately.  This can be done by activating the nearest Fire Alarm Call Point.  Fire Alarm Call Points are located in various locations around the building on both floors and can be activated by pressing hard against the glass with your thumb.

Evacuate immediately using the nearest available fire exit.  Do not stop to pick up personal possessions.  Do not stop to shut windows, but the last one out of a room should ensure the door is shut.

Hirers have responsibility for ensuring that persons attending their events are aware of fire safety procedures. They should also take reasonable steps to support the evacuation of persons attending their events. If the hirer is not on site, they should have appointed somebody at the event to take this responsibility.

Inform the Senior Fire Marshal as to the location of the fire.

Report to the assembly point for a roll call  - the bus stop at the top of the green in front of the building.



· If you hear the fire alarm:
Leave the building immediately using the nearest fire exit.  Staff need to ensure that any customers in their presence get out of the building safely; whilst hires should also take reasonable steps to support the evacuation of persons attending their events.

Report to the assembly point for a roll call.

If you are with a visitor, ensure they accompany you.

· Persons responsible for taking roll calls are:
The Senior Fire Marshal, and other staff as directed by them

Hall hirers, for their own events.

Any discrepancies should be reported to the Senior Fire Marshal.

· Fire Marshals  -  On hearing or setting off the alarm
Encourage everyone around you to evacuate as soon as possible. Should anyone not wish to evacuate, ask them twice, and then proceed and inform the Senior Fire Marshal who will inform the fire service.

Check all rooms and toilets are empty, closing any open doors along the way.

Procedures are in place regarding which floors/rooms the fire marshals will check.


· Senior Fire Marshal
In additional to checking any areas that they are responsible for, the Senior Fire Marshal must
· Appoint suitable persons to cover any areas where there is otherwise no fire marshal, provided it is safe to do so.
· Take the grab bag from reception.
· Proceed as quickly as safely possible to the assembly point.
· Liaise with the fire marshals, hirers, and fire service.

· Fire Alarm Status
Unless there is clear and compelling evidence that the fire alarm is not a genuine fire, it shall be treated as a genuine fire. 
The member of staff on or closest to reception should call the fire service, unless the Senior Fire Marshal designates a different person.
There is a sign in reception listing the full address, postcode and ‘What three words’ location of the hall.
In the event that the fire alarm is a false alarm, then the Senior Fire Marshal should establish the cause before letting anyone re-enter the building.


· Before the Fire Service arrives:
Staff members are not expected to make use of the fire extinguishers. However they may be used if the following conditions are all met:
i. They have been trained in the use of the fire extinguisher
ii. They feel safe and comfortable in using the fire extinguisher
iii. The fire is appropriate for the use of the fire extinguisher (in general this would be a small bin fire or equivalent)


· Lone worker evacuation procedures
When a member of staff is working alone their main priority upon discovering a fire is to sound the alarms and ensure the Fire Service have been called.  The lone worker may check that areas of the building in their immediate vicinity have been evacuated but should not put themselves in any danger doing so.  They should proceed to the assembly point and liaise with hirers to establish whether anyone may still be in the building, this information should be relayed to the Fire Service when they arrive on site.

· Grab bag
The fire ‘grab bag’ will be kept in reception, and taken by the Senior Fire Marshal. It will include:
· Access codes to any relevant rooms.
· Contact numbers for the Parish Clerk (responsible person) and Hall General Manager.
· A marker pen, writing pen, and notepad.
· Building and master keys.
· Building plans.
· A copy of this policy
· Copies of any Personal Evacuation Plans
· A QR code for the digital fire record.
· A list of the locations of fire alarm points, and fire extinguishers.
· Location and shutdown information for gas, electric, HVAC etc.

8. Assisted Evacuation (General Emergency Evacuation Plan/Personal Emergency Evacuation Plan)

Any visitor, hirer or member of the public who cannot leave the building unaided in the event of an emergency will need to be evacuated in line with the Emergency Evacuation Plan outlined above, with these additional points in mind.

· It is advised that anyone with mobility issues should not be on the first floor of the building when there are limited staff on site to assist with their evacuation.
· There is an emergency evacuation chair on the first floor landing, and the Hall General Manager shall ensure that sufficient staff are trained in its use.
· There are emergency call points which reach reception on the first floor: i. Outside the lift ii. In the Paul Sherrif Room iii. In the Burnham Health Promotion Trust office.

In addition to those requiring physical assistance, which may include anyone with a physical disability such as a wheelchair user but it could also include someone with a recent foot injury who is on crutches, someone with a visual impairment, hearing difficulties or someone who is heavily pregnant, additional assistance may also be required for those with other needs such as learning difficulties, anxiety or neurodivergence.

Any member of staff or Councillor who cannot leave the building unaided in the event of an emergency will need to have a Personal Emergency Evacuation Plan (PEEP) for their evacuation.  This applies both to permanent needs and to temporary needs. This is to be drawn up in consultation with the member of staff and the fire marshal assigned to assist with their evacuation.  A copy of the PEEP will be kept in the fire safety folder at reception.

Where a regular hall user has a known additional relevant need it may also be appropriate to draw up a Personal Emergency Evacuation Plan (PEEP) in consultation with them.
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