Fire Procedures – 5 and 5A Thurnham Street, Lancaster
General
a. There are two nominated fire wardens – Martine Rogerson and Grant Laytham.

b. Any member of staff entering or leaving the office for Progression Solicitors should sign in and out using the register on reception in Progression. For the remaining building, please complete the designated signing book upon entry at the first entry point on the stairs. All visitors should also be signed in upon arrival and out upon departure. 

c. Fire drills will be organised from time to time to ensure that staff are familiar with appropriate measures.

d. Everyone should:

i. Ensure they are familiar with the location of fire alarms, the nearest escape route and assembly point;

ii. Ensure that fire doors are always kept closed, that they are not obstructed and that all corridors and open areas are kept free from obstructions.  Obstructions must be reported to Martine Rogerson/Grant Laytham for immediate action;

iii. Unless training has been provided in the use of fire extinguishers, do not attempt to use them. 
Fire Instructions
a. On discovery or suspicion of a fire, alert others by shouting “FIRE” and activating the fire alarm. These are situated in the following locations: 

On the ground floor, by the back door and at the bottom of the stairs; on the first floor, on the landing; and on the second floor, on the landing. 

b. Telephone the emergency services. Dial 999, give the operator your telephone number and ask for the fire service. Clearly state the office address: 
“5 Thurnham Street, Lancaster, LA1 1XU”.
c. Upon hearing the alarm, evacuate the building in an orderly fashion by the nearest safe exit, ensuring that you close any fire doors behind you and report to the assembly point: 
The square in front the Lancaster County Court. 
d. Fire Wardens are responsible for checking personnel.  Anyone missing must be reported to any Fire warden or if no Fire Warden is present, please report to a member of staff from Progression Solicitors present at the assembly point. 

e. You must not stop to collect personal belongings. Do not go back into the building until told it is safe to do so. 



Fire alarm testing
a. As normal procedure, the fire alarm system in each office should be tested weekly, but, as a minimum, at least every 14 days. Staff will be notified if other tests or maintenance are carried out on the alarm system or any other systems. 

b. Fire drills will be carried out every quarter and no warning will be given. A record of the drills should be kept and maintained. 
Fire extinguishers
a. Fire extinguishers are placed in positions according to HSE guidance to allow safe exit in the case of a fire. 

b. Our fire extinguishers are maintained on an annual basis by an accredited company that complies with BS EN ISO 9001 standard to ensure we have the appropriate fire extinguishers for our buildings. 
Fire warden
a. Our designated fire wardens are Martine Rogerson and Grant Laytham. 

b. The receptionist for Progression Solicitors should be able to confirm whether any visitors are in the office of Progression and ensure they too vacate the premises. In offices without a receptionist, an appropriate member of staff should be aware of any visitors and report these to the Fire Warden or other member of Progression Solicitors. 

c. The fire warden will also ensure that:

i. All exits and fire escapes are kept clear at all times; 

ii. Fire doors are unlocked during work hours and other periods of occupancy;

iii. Fire fighting equipment is sited correctly; 

iv. Fire fighting equipment used or found to be defective is reported immediately and is serviced or replaced; 

v. An up to date list of personnel is maintained; 

vi. All employees are made aware of the fire/emergency plan and action required in the event of a fire or other emergency; and

vii. Fire and emergency records are maintained. 
Fire signs
a. There are signs throughout each building to show the exit routes in the event of an alarm. 
