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MARKETS MANAGEMENT: MARKET HALL/INDOOR MARKET

EMERGENCY ACTION PLAN AND EVACUATION PROCEDURE

Markets share the same commonalities – but each has different characteristics. Differing management regimes and the variety of design and ownerships means that you need to consider amendments to this document in consultation with local emergency planning officers.

The following procedures are intended as a guide for MARKETS STAFF when dealing with both the prevention and control of fire and emergency evacuation.  

This procedure, therefore, briefly notes our procedures for:

1. Fire Instruction and Drills
2. Fire Procedures
3. Responsibilities in the event of a fire

XXX Market is fitted with a fire detection and alarm monitoring system throughout the building. This is an addressable system, which means that the individual detector that triggers the alarm will be displayed on the various fire panels (numbered XXX) located in the CCTV room and inside lobby XXX. The detection system is supported by manual call points (MCPs) located on escape routes and electronic sounders throughout the building.

Should an activation occur then this would signal the monitoring station who will then inform key holders and management.

Fire alarm testing is completed each Friday morning at 8.00AM.

A planned fire evacuation will be organised every 6 months. This will typically commence before 8.00am or after 6.30pm to ensure minimum disruption to our customers/traders, yet providing essential training for staff.

In the event of an emergency evacuation, traders will be managed in the same as way we handle any customer. Polite and firm.

All traders are issued with an evacuation plan to establish a clear protocol.
See ‘Traders Safety Planning/Evacuations’.

Several staff are trained as Fire Wardens and will be tasked with supporting any emergency evacuations.


EVACUATION PROCEDURE - FIRE

The following Instruction and training will be provided to all staff in the event of any emergency evacuation at XXX Market:

· The action to be taken on discovering a fire
· The action to be taken on hearing the fire alarm
· Raising the alarm, including the location of alarm call points and alarm indicator panels
· The correct method of calling the fire brigade
· The location and use of firefighting equipment
· Knowledge of escape routes
· Appreciation of the importance of fire doors and the need to close all doors in the event of a fire and on hearing the alarm
· Evacuation of the building and location of assembly points
· In addition to the above, certain members of staff will be instructed and trained in any matters relating to their particular responsibilities in the event of a fire e.g. fire wardens

1. Such details as are necessary to show the training and instruction given will be recorded. The following should be included in such a record:

· Date of the instruction or exercise
· Duration
· Name of the person giving the instruction
· Names of the persons receiving the instruction
· The nature of the instruction, training or dill.

2. Nominated persons will have overall responsibility for organising staff training; this is the responsibility of the XXX Manager. The person responsible for coordinating the actions of staff and tenants in the event of an emergency evacuation at XXX Market is the XXX

ACTIONS IN THE EVENT OF A FIRE

Anyone discovering a fire should immediately raise the alarm by using the nearest manual call point (MCP). Details and location of the fire must be communicated to the XXX manager on duty by radio. An attempt may be made to attack the fire if the individual is trained, confident and competent to use the portable firefighting equipment provided, personal safety must always be paramount. Thereafter proceed to the relevant fire assembly point and report to the team leader/manager.

The XXX manager will coordinate the evacuation of the building following the evacuation protocol.

The assembly point is at XXX. 

INVESTIGATING AN ALARM ACTIVATION

This role will be adopted by the XXX manager who will, upon hearing the alarm carry of the following actions:

1. Read the fire alarm panel display and establish the zone/device in alarm
2. If the fire panel notes the fire alarm has activated liaise with the XXX supervisor to establish what has triggered the alarm
3. Use the public address system and read out the pre-prepared script, advising the public and traders to stand by for further instructions
4. The XXX manager will liaise with the supervisor throughout the investigation. If there are no signs of smoke or fire the supervisor will confirm. The XXX manager will silence and reset the fire alarm panel and read the pre-written script
5. If the fire is real, proceed to the management protocol for emergency evacuation in the event of a fire

MANAGEMENT PROTOCOL IN THE EVENT OF A FIRE

In the event of a real fire, the XXX manager will take on the role as the lead decision maker, supported by the senior team. 




ROLE OF THE XXX MANAGER 

1. Upon receiving confirmation of a fire, the manager will inform staff over the radio, using the code word – XXX
(This message is a pre-warning to alert staff the alarm is about to be triggered)
2. Staff should immediately cover all entrances to prevent customer entry.
3. Trigger the alarm and read out the pre-prepared script (If safe to do so).
4. Collect the staff register and contractors signing in book from the market office
5. Don high visibility garment (stored in the market office)
6. Proceed to the assembly point
7. Maintain communication with senior staff assisting with the evacuation
8. Once the building is empty, roll call all staff on duty. 
9. Roll call any contractors working on site.
10. If emergency services arrive to respond escort the fire brigade to the fire panel and inform them of any known information regarding the fire and of any persons taking refuge within the buildings.  Hand keys to the emergency service. You will need to collect any keys following completion of the incident.
11. Assume position at entrance doors, assisting with the identification of tenants as they repopulate.
12. Once safe to enter the building, advise tenants to re-populate using the loud hailer. 
13. Attend a debrief as required and report any procedural issues 


Many thanks to Andy Ward for assistance in drafting this update.
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