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This emergency plan has been developed following a fire risk assessment of Surlingham Village Hall in July 2025.

Purpose of this plan
This Fire Emergency & Safety Plan sets out the procedures, responsibilities, and control measures required to protect all hall users, staff, volunteers, and visitors in the event of a fire. It supports compliance with the Regulatory Reform (Fire Safety) Order 2005 and forms part of the Parish Council’s wider safety management system.
Copies of this plan will be made available to any person on request. Copies are kept by the Clerk and are available for inspection.

Address of premises to which this emergency plan relates:
Surlingham Village Hall
Walnut Hill
Surlingham
Norwich
NR14 7DQ

Responsibilities
Parish Council (Responsible Person)
· Ensures a suitable and sufficient Fire Risk Assessment is completed and reviewed annually or after significant changes.
· Maintains fire safety systems, equipment, and signage.
· Ensures hirers and volunteers receive appropriate fire safety information.
· Appoints competent contractors for servicing alarms, extinguishers, and emergency lighting.

Clerk (Day‑to‑Day Management)
· Conducts regular checks (weekly, monthly, annual) as defined in the Fire Logbook.
· Ensures escape routes remain unobstructed.
· Provides hirers with the Hall Fire Safety Briefing.
· Keeps records of maintenance, drills, and incidents.

Hirers / Event Organisers
· Take responsibility for fire safety during their hire period.
· Ensure all attendees are aware of evacuation routes and assembly points.
· Maintain clear access to exits and keep fire doors closed.
· Report any defects or concerns immediately.

Action to be taken by the Person in charge prior to the start of the event/ hire
The person in charge must check the following items

· That all fire exits are unlocked
· All escape routes are free from obstruction and can be safely used
· That any fire doors are not wedged open
· That exit signs are illuminated

That there are no obvious fire hazards on the premises

Presence of visitors, contractors, service providers etc.

Building contractors, cleaners, staff and other visitors may be present from time to time. The Responsible Person will ensure that all contractors formally agree to all fire safety arrangements and are adequately informed and instructed, that safe systems of work are adhered to throughout and that all dangerous substances present and their exact locations are declared and made known to appropriate persons.

The Responsible Person ensures that
· Procedures are in place to ensure that this plan, together with appropriate information and instruction, will be made available to any individual or organisation hiring, using or occupying these premises

Any occupancy or activity not adequately addressed by the current Fire Risk Assessment and arrangements will be suitably assessed, controlled and planned for, in advance of the event.

Specific arrangements, if necessary, for high fire risk area of the workplace and dangerous substances
No areas of the building are considered high fire risk
Small quantities of various cleaning products may be present in relevant areas. No other significantly dangerous substances are normally present

If any dangerous substances are brought into the building (e.g. by contractors) the following details must be given to the Responsible Person for each substance: Chemical identity and/or trade name, quantity, location, brief details of use and storage, Material safety data sheet, and name of person. These details will be held by the Responsible person. The person concerned must report when the substance has been removed

Fire Detection and Warning Systems
· Smoke detectors are installed in accordance with the Fire Risk Assessment.
· The alarm is audible throughout the building.
· Weekly alarm tests are carried out and recorded.

Firefighting Equipment
· Fire extinguishers are located at strategic points (water, CO₂, foam as appropriate).
· Fire blankets are provided in the kitchen.
· Equipment is serviced annually by a competent contractor.
· Hirers are not expected to fight fires unless trained and only if safe to do so.
· A floor plan showing the location of fire extinguishers and emergency exits is located by the main entrance.

Escape Routes and Exits
· All escape routes must remain clear and unlocked during occupancy.
· Fire doors must not be wedged open.
· Emergency lighting is installed along escape routes and tested monthly.
· Exit signage is maintained to ISO standards for clarity and visibility.

Persons who are especially at risk
At certain times young persons may be present, in the care of others. Sufficient relevant information must be communicated to young persons by the person in charge.

The person in charge is responsible for the evacuation of any disabled people who are likely to be present and nominate a person to assist if necessary.

For regular hall users - Persons with disabilities which might affect their ability to evacuate rapidly, or which might impede others evacuating need to be considered and a personal emergency evacuation plan formulated.

Evacuation Procedure
On Discovering a Fire
· There is NO landline at Surlingham Village Hall. Individuals and User groups should be aware that mobile signal coverage is poor at the Hall and provision should be made for a working mobile phone to be available for use at all times. 
· Raise the alarm immediately using the nearest call point.
· Evacuate the building using the nearest safe exit.
· Do not attempt to tackle the fire unless trained and safe.

On Hearing the Alarm
· Leave the building calmly via the nearest exit.
· Do not stop to collect belongings.
· Assist those who may need help.
· Close doors behind you to slow fire spread.
· Proceed to the designated assembly point.

Assembly Point
· The assembly point is located at: the bench near Surlingham Pond.

Roll Call / Accountability
· Hirers must account for all attendees.
· Report any missing persons to the Fire & Rescue Service immediately.
· No one may re‑enter the building until declared safe by the Fire & Rescue Service.


High‑Risk Areas and Controls
Kitchen
· Never leave cooking unattended.
· Keep combustible materials away from heat sources.
· Ensure fire blanket and extinguishers are accessible.

Electrical Equipment
· PAT testing carried out annually.
· Hirers must ensure any brought‑in equipment is safe and suitable.

Heating Systems
· Only authorised persons may adjust or access heating controls.
· Portable heaters are prohibited unless approved by the Parish Council.

Storage
· No storage in escape corridors.
· Flammable materials stored in designated areas only.

Drills, Testing, and Maintenance
· Weekly: Alarm test
· Monthly: Emergency lighting test
· Quarterly: Visual inspection of fire doors and signage
· Annually:
· Full alarm system service
· Extinguisher servicing
· Emergency lighting service
· All checks recorded in the Fire Logbook.

Post‑Incident Procedure
· Evacuate and ensure safety of all persons.
· Contact emergency services if not already done.
· Notify the Parish Council Clerk immediately.
· Record the incident in the Fire Logbook.
· Review the Fire Risk Assessment and update procedures if required.

Plans for when the fire alarm system or parts of, are out of order
The Responsible Person is responsible for ensuring that planned temporary disablements (e.g. for building work) are risk assessed, authorised in advance, suitably monitored and minimised in extent and duration.

If any part of the fire safety system is identified as not working, the Responsible Person will make arrangements for repairs to be carried out and alternative arrangements to be put in place as necessary.

Fire safety arrangements, drawings and plans

Locations of the following fire safety features are indicated on drawings and plans held by the Responsible Person:
· Essential structural features, layout, escape routes, doorways, walls, partitions and corridors
· Location of fire extinguishers & fire blankets
· Smoke detectors
· The electrical supply intake and the main water shut-off valve 

A copy of this Fire Safety Plan document is available from the Responsible Person, in both electronic and hard copies. Please email the Parish Clerk should you wish to receive a copy – clerk@surlingham-pc.gov.uk


