Harrow Arts Centre Safety and Evacuation Procedure

As part of your booking at Harrow Arts Centre we do require that you as a hirer ensure
your classes are run in a safe manner and that all those in attendance are aware of the
emergency evacuation procedures and that you have completed a Risk Assessment for
your activities. Please ensure at the start of every booking that a register is completed
for those in attendance, Risk assessment has been completed and that you notify your
users of the Fire Evacuation Procedures.

You should have a copy of the relevant Risk Assessments from u3a. If you don’t, please
contact the study group coordinator — studygroupcoord.hu3a@yahoo.co.uk

ON HEARING THE FIRE ALARM

When you hear the fire alarm sounding, you must evacuate the building, by using the
nearest fire

exit.
DO’S (Steps to be taken by you)

+ DO calmly follow the fire exit signs to the nearest fire exit and instruct your class to
follow.

+ DO go straight to the Fire Assembly Point — CHILDRENS PLAYGROUND

+ DO take Wheelchair users located on the upper floors of the Elliott Hall to Cannons
room

refuge.

+ DO take Wheelchair users in the upstairs rooms of the Art and Crafts block to the
lobby area

at the top of the stairs.
* DO take Wheelchair users in the upstairs rooms of Greenhill to Studio 3

+ DO Take a register when you arrive at the assembly point and ensure all your class
are

present

+ DO notify immediately HAC staff & Fire Brigade of any Wheelchair users in the refuge
points

and any unaccounted-for users.

DON’T’S (Things you must avoid doing)



+ DO NOT wait for someone to tell you to get out.
+ DO NOT stop to collect personal belongings.
* DO NOT use a lift.

+ DO NOT stand in any roadway or beside entrances to a building as this may hinder
access for

the Fire Service

+ DO NOT re-enter the building until told it is safe to do so (this will usually be by Local
Fire

service or senior member of staff from Harrow Arts Centre)
Everyone is to be reminded that they are responsible for evacuating the building

immediately upon hearing the fire alarm.



