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Caspian Point Fire Procedures 

Cardiff Waterside
Cardiff


FIRE PROCEDURES







INCIDENT CONTROLLER:  Landlord's Building Manager and Security team. 










LAST UPDATED: 6/11/06

Evacuation Instructions

Fire evacuation instructions to be read by all colleagues:
ON DISCOVERING A FIRE

1. Operate the nearest fire alarm by breaking the glass of the manual fire alarm call point (square red boxes). The manual alarm call points are situated adjacent to fire exit doors or within the fire exit stairwells and adjacent to final exit doors. 

2.  On hearing the Fire Alarm (a loud continuous electronic siren) the landlord's security team who are responsible for calling the Fire Brigade will immediately dial (9)999 and alert the Fire Brigade of the fire. It is important that the full name and address is passed on to the Fire Brigade.
 
3.  Leave the premises immediately via the nearest fire exit and go to your designated assembly point.

4. The assembly points are located at-  

ASSEMBLY POINT 1 is for Caspian Point One (located in the Car Park Cycle Rack) 
            
ASSEMBLY POINT 2 is for Caspian Point Two (located in the Car Park Cycle Rack)

ON HEARING FIRE ALARM

· LEAVE THE BUILDING USING THE NEAREST EXIT ROUTE.

· ASSEMBLE AT THE DESIGNATED FIRE ASSEMBLY AREA 
    SCOTT HARBOUR ASSEMBLY POINT 

· DO NOT PANIC - WALK - DO NOT RUN.

· DO NOT GO BACK FOR PERSONAL BELONGINGS.

· DO NOT LOCK DOORS BUT ENSURE ALL DOORS ARE CLOSED.

· DO NOT USE LIFTS

· DO NOT RE-ENTER THE BUILDING UNTIL PERMISSION HAS BEEN GIVEN BY THE INCIDENT CONTROLLER OR SENIOR FIRE OFFICER IN ATTENDANCE

1. DO NOT TRY TO EXTINGUISH THE FIRE  UNLESS:
You have been trained in the use of extinguishers by a competent person.
OR
 It is blocking your only escape route.
 It is safe to do so and
- the alarm has been raised first
- the fire is small, easily contained and there is very little smoke
- you are accompanied
- you have a fire exit to your rear
- flammable liquids, gases or dust are NOT involved or in the vicinity
- you have the correct type of extinguisher and know how to use it

Cease fighting the fire and evacuate immediately if:
- one single extinguisher fails to put the fire out
- it is spreading towards your escape route
- a lot of smoke is being generated
- 
DO NOT TAKE RISKS – your life is more important than the building and its contents. 

IF IN DOUBT GET OUT.
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Scott Harbour Fire Procedures 

Cardiff Waterside
Cardiff


FIRE PROCEDURES







INCIDENT CONTROLLER:  Landlord's Building Manager and Security team. 











LAST UPDATED: 6/11/06

Evacuation Instructions

Fire evacuation instructions to be read by all colleagues:

ON DISCOVERING A FIRE


5. Operate the nearest fire alarm by breaking the glass of the manual fire alarm call point (square red boxes). The manual alarm call points are situated adjacent to fire exit doors or within the fire exit stairwells and adjacent to final exit doors. 

6.  On hearing the Fire Alarm (a loud continuous electronic siren) the landlord's security team who are responsible for calling the Fire Brigade will immediately dial (9)999 and alert the Fire Brigade of the fire. It is important that the full name and address is passed on to the Fire Brigade.

NB    An intermittent sounding of the fire alarm indicates that everyone should prepare to evacuate. When the alarm changes to a continuous siren the premises should be evacuated immediately. 

7.  Leave the premises immediately via the nearest fire exit and go to your designated assembly point.

8. The assembly points are located at - 

ASSEMBLY POINT 3 is for Emperor, Terra Nova and Alexandra House (located in Regus Car Park) 
            
ASSEMBLY POINT 1 is for Ross and Discovery House (located at the extreme front of building next to dock)

ON HEARING FIRE ALARM

· LEAVE THE BUILDING USING THE NEAREST EXIT ROUTE.
· ASSEMBLE AT THE DESIGNATED FIRE ASSEMBLY AREA 
SCOTT HARBOUR ASSEMBLY POINT 
· DO NOT PANIC - WALK - DO NOT RUN.
· DO NOT GO BACK FOR PERSONAL BELONGINGS.
· DO NOT LOCK DOORS BUT ENSURE ALL DOORS ARE CLOSED.
· DO NOT USE LIFTS
· DO NOT RE-ENTER THE BUILDING UNTIL PERMISSION HAS BEEN GIVEN BY THE INCIDENT CONTROLLER OR SENIOR FIRE OFFICER IN ATTENDANCE




2. DO NOT TRY TO EXTINGUISH THE FIRE  UNLESS:
You have been trained in the use of extinguishers by a competent person.
OR
 It is blocking your only escape route.
 It is safe to do so and
- the alarm has been raised first
- the fire is small, easily contained and there is very little smoke
- you are accompanied
- you have a fire exit to your rear
- flammable liquids, gases or dust are NOT involved or in the vicinity
- you have the correct type of extinguisher and know how to use it

Cease fighting the fire and evacuate immediately if:
- one single extinguisher fails to put the fire out
- it is spreading towards your escape route
- a lot of smoke is being generated

DO NOT TAKE RISKS – your life is more important than the building and its contents. 

IF IN DOUBT GET OUT.
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Cardiff Waterside Bomb Procedures

Cardiff Waterside
Cardiff


BOMB PROCEDURES







INCIDENT CONTROLLER:  Landlord’s Building Manager and Security team.











LAST UPDATED: 7/11/06

Evacuation Instructions

Bomb evacuation instructions to be read by all colleagues


BOMB THREAT PROCEDURES

Warning will be given by word of mouth from your appointed fire warden. Follow the fire warden’s instructions to assemble at the pre arranged assembly point (note this may not be the fire assembly point).  Directions will be given at the time of the evacuation to the fire wardens.


ON DISCOVERING AN UNUSUAL PACKAGE

· Inform Building Manager/Security

· Building Manager/Security will contact the police

· Wait got further instruction from Building Manager/Security

· DO NOT SOUND FIRE ALARM


EVACUATION PROCEDURE

· The police will instruct the Building Manager to evacuate the premises and will also nominate a safe assembly point away from the building.

· Building Manager/Security will walk all floors and issue instructions to all key fire wardens to evacuate to the nominated assembly point.

· Warning to all staff to evacuate the building will be given by word of mouth by their nominated fire warden.
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