
 

FIRE/EMERGENCY EVACUATION PROCEDURES  

CODE OF PRACTICE 

 

STUDIO NAME 

STUDIO ADDRESS 
 

INTRODUCTION  

The Fire/Emergency Evacuation Procedures - Code of Practice is a statutory requirement needed to ensure the 

safety of all users of STUDIO NAME.  This document comprises Evacuation Procedures, Plans showing assembly 

points and supporting information.  

 

The procedures apply to all instructors and students of STUDIO NAME, all clients, visitors and guests, and all 

contractors - there are no exceptions.  

 

For those with disabilities who would require extra assistance in the event of an evacuation please see 

Information Sheet 4.  

 

The procedures are the same for all evacuations, whether a real incident or false alarm.  

 

ASSEMBLY POINT  

 

INSTRUCTION SHEET 1  

STAFF INSTRUCTIONS 
 

In the event of an emergency evacuation:  

 

1. The most senior member of staff on site will assume the role of Incident Controller. In conducting your 

duties as Incident Controller, health and safety is the priority of all concerned, so do not put yourself 

or others at risk.  

2. Ensure the studio you are occupying at the time of an alarm is clear and that all staff and clients are 

directed to the nearest fire exit and asked to leave the building immediately.  

3. Go directly to the fire panel to find out the zone of the fire.  

4. If any other members of staff are present, send them to check the other studio and bathrooms to 

ensure the building has been fully evacuated while you check the zone in which the alarm has gone 

off. 

5. Send one member of staff outside to account for all staff and clients that were in the building at the 

time of the evacuation. If no other members of staff are present, then assume this role yourself post 

clearing the building.  

6. If a fire is discovered, immediately direct all other staff out of the building and call the Fire Brigade. 

7. You must not allow anyone not connected with the emergency team to re-enter the building without 

permission. It is also required that all building evacuees do not leave the site through the period of 

evacuation.  

8. Report to the Incident Controller any person injured or any person with mobility problems, advising of 

injuries and their location.  

9. Please do not get into any arguments with people who refuse to leave the building. Note their location 

and report this to the Incident Controller, who will handle the situation.  

10. On receipt of the “all clear” from either the Incident Controller or Fire Brigade, ensure re-entry into 

the building is orderly.  

11. In the event that the alarm stops sounding, ensure that people remain where they are until the 

Incident Controller either broadcasts or states that it is safe to re-enter the building.  
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INSTRUCTION SHEET 2 

INCIDENT CONTROLLER INSTRUCTIONS  
 

The Incident Controller will:  

 

1. Remain at the Fire Control (Outside the front door) until told to stand down by a member of the Fire 

Brigade.  

2. Check that each member of staff has cleared their allotted studio of instructors and students, and if 

they have left anyone in the building.  

3. Provide information to the Emergency Services of the location of any instructors, clients, visitors, 

disabled or injured people who are awaiting evacuation in a refuge area or any persons you believe to 

still be in the building.  

4. Provide any other information gathered during the evacuation that may be of use (blocked exits, 

location of chemicals or products that are flammable etc).  

5. Ensure nobody re-enters the building until it has been deemed safe either due to a false alarm, or by 

the Fire Brigade.  

 

 

INSTRUCTION SHEET 3  

EVERYBODY  
 

IF YOU DISCOVER A FIRE….  

UNLESS THE FIRE IS VERY MINOR AND CAPABLE OF BEING EXTINGUISHED IMMEDIATELY:  

 

1. Sound the Fire Alarm by means of the nearest break-glass point  

2. Call the Fire & Rescue Service by dialling 999 on an external line  

3. Leave the building by the nearest exit and report to the Assembly Point   

4. Immediately report location of fire to the Incident Controller or a member of staff  

5. Await further instructions  

6. Do not re-enter the building until authorised to do so by the person in charge of the 

Assembly Point 

 

ON HEARING THE FIRE ALARM….  

 

1. Leave the building by the nearest exit, in a calm and prompt manner 

2. Assist any person with a disability or impaired mobility in your area 

3. Leave all personal belongings  

4. Do not delay in leaving the building  

5. Do not lock any doors or switch off electrical equipment 

6. Do not return to check for missing persons  

7. Report to the Assembly Point letting the person in charge know you are there 

8. Await further instructions  

9. Do not re-enter the building until authorised to do so by Persons in Charge of Assembly 

Points 

 

 

 

 

 

 



INSTRUCTION SHEET 4 

DISABLED OR THOSE WITH IMPAIRED MOBILITY 
 

ON HEARING THE FIRE ALARM….  

 

1. If you are able to do so, leave the building by the nearest exit, in a calm and prompt 

manner 

2. If you are unable to leave the building independently – make your way to the refuge area on 

your floor. 

3. Wait calmly at the refuge area and alert any members of staff or the Incident Controller to 

your situation 

4. A member of staff will then arrange for your evacuation either by members of the Spin City 

Team or the Fire Brigade. 

 

 

REFUGE AREAS 

 

INSTRUCTION SHEET 5 

PERSON IN CHARGE OF THE ASSEMBLY POINT 
 

If you are allocated the position of person in charge of the Assembly Point by your Incident Controller:  

 

1. Retrieve the bookings file from the relevant studio if safe to do so 

2. Make your way to the Assembly Area and make yourself clearly visible 

3. As clients, staff members and visitors make their way to the Assembly point, check them off the 

booking sheets as to who you believe was in the building at that time 

4. Ensure you keep a head count of all those present at the Assembly Area at all times 

5. Liaise with your Incident Controller and Fire & Rescue Service on arrival 

6. Inform Fire & Rescue Service of any persons you believe to still be in the building and their location  

7. Information Fire & Rescue of any refuge points in the building 

8. When notified safe to do so by either your Incident Controller or the Fire & Rescue Service, allow 

persons at the Assembly Point to re-enter the building  

 


