
       Stutton Community Hall 

Fire Safety Instructions  

 
 

As the person in charge of the event / function you have duties to ensure the safety of 

those people attending the event  

Before the event  
1. Ensure that you have a mobile phone with you (the hiring should not take place if you don’t have 

one) 
2. Be alert to the potential sources of fire and do all you can to minimize the risk  
3. Know what to do in the event of fire  
4. Note the location of fire extinguishers and on what type of fire they can be used (see plan) 
5. Nominate people to have specific responsibilities in case of fire:  

a. To use the fire extinguishers.  
b. To call fire service and meet them on arrival. You must stay in mobile contact with the 

Emergency Services as advised by them.  
c. To check all rooms are vacated and prevent re- entry. 
d. To evacuate people especially those at greater risk (e.g. people with mobility problems) 

6. Limit the number of people attend so as not to overcrowd the hall.  
7. No naked flames can be used in the hall. 
8. Carry out a check to ensure all the fire exit doors can be opened.  

 

At the start of an event you should tell all those present about:  
1. The fire alarms signals (there is a flashing light in the hall and fire alarms will sound). 
2. The location of the fire exits and escape routes.  
3. In the event of evacuating the building, instruct people to take only valuables immediately at 

hand, not to go and collect their belongings and not to re-enter the building unless told it is safe 
to do so.  
 

During the event 
1. Ensure that escape routes and exits do not become blocked.  
2. No smoking policy is adhered to.  
3. Ensure that the Hall does not become overcrowded – limit the number of people attending. 

 

EMERGENCY PLAN 
If a fire were to occur   

1. If a fire is detected, break the glass on the nearest fire alarm and press the button. This will 
sound the alarm and illuminate a flashing light in the hall. 

2. Call 999  Give the address:  Stutton Community Hall, Manningtree Road, Stutton, IP92TA  
3. Evacuate the premises using the fire doors.  Assemble away from the hall, near the Community 

Shop  
4. Ensure the safe evacuation of people especially those at greater risk (e.g. people with mobility 

problems). 
5. Ensure that once the hall has been vacated ensure people do NOT re-enter to collect belongings 

etc.  
6. On arrival of the Fire Brigade, the person in charge should report to the officer in charge that all 

persons are safe or inform of their last known position. 
7. You should only attempt to extinguish the outbreak using the fire appliances provided if it is 

considered safe to do so. And only after all people are evacuated or unless in it is necessary to 
aid someone’s escape.  
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 Pull – Pulling the pin breaks the tamper seal, making the extinguisher ready for use 
 Aim – Aim at the base of the fire 
 Squeeze – Squeeze the handle to discharge the extinguisher at the fire 
 Sweep – Sweep from side to side, keeping the extinguisher pointed at the base of the 

fire until the fire has gone out. Be careful, as the fire could reignite – repeat steps 2-4 
if this is the case 

 
CO2 EXTINGUISHERS 
Located in kitchen and stairway on left hand side of stage I  
CO2 fire extinguishers (Carbon Dioxide), which are an ideal solution if for fires involving 
electrical equipment, as the gas is non-conductive, as well as from fires involving 
combustible liquids 
 
FOAM EXTINGUISERS  
Located Near fire exits hall (2) Foyer (1) Garden Room Corridor (1) 
A foam fire extinguisher is very versatile and can be used to protect both Class A and 
Class B fires, so they can be installed in a variety of locations that are at risk of material 
fires, as well as flammable liquid fires. The fire extinguisher foam is also non-conductive, 
so it lowers the risk of electric shock if the fire contains electrical equipment.  
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