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Fire and Emergency Evacuation

Building Warden

Square Edge Building Manager

Deputy



Community Arts Admin/Manager as available
Duties



Call Fire Service (111)





Collect evacuation folder






Collect key for front tenancy 





Report to alarm panel (inside front tenancy)





Collect reports from floor wardens 





Appoint person to assist with disabled 






persons





Advise Fire Service of evacuation 







status including location of disabled persons
Identification


Pink jerkin marked Warden





Hard hat marked Building Warden
Floor Wardens

Ground Floor


Community Arts (Building Manager)

Deputy



Community Arts (Arts Co-ordinator)
Area responsible for
Entire ground floor of the main building 






including toilets, basement, shops.  

First Floor


Alliance Francaise



Deputy





Area responsible for
Entire first floor of the building including 






Evelyn Rawlins Room, offices, studios, toilets

Second Floor


Tall Poppies Drama School
Deputy





Area responsible for
Entire second floor of the building including 





offices, apartment, toilets, studios
Courtyard


ALPN Director


Deputy



ALPN Admin


Area responsible for
Entire courtyard area including dance studio, 





offices, art studios, toilets
.   

Floor Warden Duties


You are responsible to oversee the evacuation of all people from 
your floor or designated area to the assembly point.

· Raise the alarm immediately by calling 111

· Wear Warden jerkin to be visible to the Fire Service

· Ensure all occupants leave building via the nearest safe exit

· DO NOT ENTER THE LIFT
· Ensure that the smoke stop doors are closed

· Check toilets and kitchens
· Watch for people who may require assistance or appoint a 
caregiver

· Note location of persons remaining inside the building
· Report your floor area status to Building Warden at alarm panel 
(located in front tenancy)
· Assemble outside front of main building.  Keep area immediately 
in front and rear of building clear of people
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Fire and Emergency Evacuation  - All Tenants


If you discover a fire

· Sound the nearest alarm
· Call the Fire Service 111
· Clearly state the name and address of the building and provide 
any further information about the type of the fire and it location 
within the building
· Turn off any appliances providing it is safe to do so

· Leave the building immediately by the nearest exit
· Move quickly – Do Not Run
· DO NOT ENTER THE LIFT
· Follow the instructions of your floor warden
· Report to the Assembly Point outside at the front of the building or 
Jersey Lane
· Assist any person with disabilities
· Do not re-enter the building until the “all clear” is given by the Fire 
Service or the Building Warden


Fire fighting should only be attempted if it is safe to do so


Evacuation of persons with disabilities

· A Building Assistance register is kept up to date to ensure the 
safety of staff with disabilities who require assistance in an 
evacuation.

· If you are aware of a person joining staff who may require 
assistance in an evacuation, please inform the Building Warden.

· At the time of an evacuation, the Floor Warden may nominate 
additional people to assist persons with disabilities.

· All staff are responsible to ensure disabled visitors are assisted 
from the building to the Assembly point.
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