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The full content of this template is available for download to your shopping cart. 

Example content: 

Fire Emergency 
• The Fire Warden for the site is:  
• Insert here your method of audible fire alarm (e.g. continuous ringing bell, 

loudspeaker etc): __________________________________________________ 
• The assembly area in the event of evacuation for the site is:  
 
Raising the Alarm 
On the discovering of a fire the following action is to be taken by that person: 
 Activate the nearest manual alarm point OR 
 Orally advise other staff in the immediate area AND 
 Call Fire Brigade  - Dial to get an outside line (insert your number to get an outside line if using a 

switchboard, e.g. (9).  Dial…………………..first, THEN 000. 
 

 When connected, advise Brigade:  
 Company Name. 
 Exact Address  
 Type Of Fire  (If Known) 
 Company Contact 
 Advise Site Entry Point, 

 
Let Fire Brigade Hang Up First 
 
THEN: 
 Dispatch responsible person to point of entry to direct Fire Brigade. 
 Disconnect all outside calls. 
 
Additional Actions Required: 
 Advise main switchboard operator of location and extent of fire.   
 Dispatch responsible person to advise other departments of the fire. 
 Ensure Fire Warden is called  
 Report fire to senior company officer 
 Prepare for evacuation if ordered. 
 All visitors to the site will be the responsibility of their staff host and will evacuate with 

them. 
 Under no circumstances will ANY PERSON enter the danger area without THE 

EXPRESS PERMISSION of the Fire Warden. 
 
Control: 
 .During a fire emergency, the FIRE WARDEN will assume complete control until the 

arrival of the Fire Brigade. 




