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1. Purpose
This Fire Evacuation Plan sets out the actions to be taken in the event of a fire or suspected fire at Hedge End Village Hall. It is designed to support the Fire Risk Assessment and applies to all users of the premises, including staff, volunteers, hirers, contractors, and members of the public.
2. Scope
This plan applies to:
· All areas of Hedge End Village Hall, including the main hall, stage, under-stage storage, ancillary rooms, kitchen, and toilets
· All organised activities, clubs, private hires, and events
· Nursery school areas (noting that the nursery operates additional, separate evacuation procedures aligned with EYFS requirements)
3. Raising the Alarm
· On discovering a fire or signs of fire (smoke, burning smell):
· Immediately operate the nearest fire alarm call point next to all fire exit
· Shout “Fire” to alert others if necessary
· Do not attempt to investigate the fire if it may place you at risk
4. Action on Hearing the Fire Alarm
On hearing the fire alarm or being instructed to evacuate:
· Leave the building immediately by the nearest safe fire exit
· Do not stop to collect personal belongings
· Do not use electrical equipment
· Do not re-enter the building for any reason
5. Evacuation Routes and Exits
· Fire exits are clearly marked throughout the building
· All exits lead directly to open air
· Exit routes must be kept clear at all times
· The stage access steps and surrounding areas must remain unobstructed
· Under-stage storage areas are not to be used as escape routes
· The main entrance doors must remain unlocked and readily accessible throughout all periods of hire. These doors form part of the designated fire escape route and must therefore not be locked, obstructed or otherwise prevented from being used as an emergency exit while the premises are occupied.



6. Assembly Point
· The designated fire assembly point at the Bursledon Road end of the car park
· All evacuees must proceed directly to the assembly point and remain there
7. Responsibilities During Evacuation
7.1 Hirers and Club Leaders
The named responsible person for each hire or session must:
· Familiarise themselves with fire exits and alarm points before activities begin
· Ensure participants are aware of evacuation procedures
· Assist with the evacuation of attendees, including children and vulnerable persons
· Check, where safe to do so, that all areas used by their group have been evacuated
· Take a register if one is normally used and report any missing persons
7.2 Volunteers and Committee Members
· Provide assistance and guidance during evacuation where present
· Ensure fire exits are not obstructed during events
· Ensure hirers have been briefed where appropriate
· Support vulnerable persons as required
· Liaise with the emergency services on arrival
8. People Requiring Assistance
· Hirers are responsible for identifying anyone who may require assistance to evacuate
· Assistance must be provided by responsible adults known to the individual
· Wheelchair users and those with mobility difficulties should be assisted to evacuate via the nearest suitable exit
· No lifts are provided within the building
9. Use of Fire Fighting Equipment
· Fire extinguishers are provided throughout the building
· Users are not expected to fight fires
· Extinguishers may only be used if:
· The fire is very small
· The user has been trained
· It is safe to do so
· An escape route remains available





10. Calling the Emergency Services
· The Fire and Rescue Service should be called by the responsible person once evacuation is underway
· Provide clear information:
· Location: Hedge End Village Hall, Allotment Road, SO30 4AF
· Nature of the emergency
· Whether anyone is unaccounted for
11. After Evacuation
· No one may re-enter the building until authorised by the Fire and Rescue Service or the Management Committee
· Any fire-related incident or near miss must be reported to the Management Committee by email or phone
· The Fire Evacuation Plan will be reviewed following any incident
12. Information and Display
· Fire action notices will be displayed in prominent locations
· This Fire Evacuation Plan will be made available to hirers and club leaders
· Hirers must brief participants on emergency procedures at the start of sessions where appropriate
13. Review and Monitoring
This Fire Evacuation Plan will be reviewed:
· Annually
· Following any fire or evacuation
· After significant changes to the building or its use

Approved by: Hedge End Village Hall Management Committee
Date: 19/01/2026
Review Date: 19/06/2026

Trustees     David Fairclough
                       Mark Preston
                       Joan Souch
Created 02/02/2026
Review 02/02/2027


