
   
 

 
 

Fire Safety Procedures and Evacuation Plan 
 

Premise Address and contact number - Grange Road, Cambridge CB3 9BN – 01223 354131 
Plan Date November 24th 2015 
Review Date September 1st 2026 

 
The following procedures are in place to ensure high standards of fire safety. 
 

1. General Procedures  
• Fire risk assessments have been undertaken and are reviewed regularly. However, other reviews will occur if 

there are changes that will impact on them. These may include alterations to the premises or new work 
processes. Fire risk assessments are carried out by the Health and Safety Officers. 

• Training will be provided, as necessary, to any staff given extra fire safety responsibilities such as Stewards. 
• All new members of staff and temporary employees will be given induction training on how to raise the alarm 

and the available escape routes. Regular staff will be given annual refresher training. 
• All escape routes shall be clearly signed and kept free from obstructions at all times. 
• Assembly points are posted prominently on every corridor next to the Fire Alarm Call Point. 
• Escape routes shall be checked weekly by the Health and Safety Officers. 
• All fire extinguishers will be serviced and maintained annually by a suitable contractor. If any employee 

notices defective or missing equipment they must report it to a Health and Safety Officer. 
• Alarms are checked every 6 months by a suitable contractor and tested weekly. 
• Emergency lighting is checked every 6 months by a suitable contractor and monthly by a Health and Safety 

Officer. 
• All visitors must report to the admin office on arrival on site. 

 
2. Evacuation Procedures at a function 

• At any function there should be a person who has responsibility in case of a fire. They should be aware of 
these procedures and all call points, evacuation routes and assembly points. They should also have a list of 
those attending. 

• All escape routes are clearly signed and should be kept free from obstructions at all times. 
• Escape routes are clearly marked and evacuation points are posted prominently next to the Fire Alarm Call 

Points. 
• If a fire is discovered: 
• Raise the alarm immediately. This can be done by activating the nearest Fire Alarm Call Point. Fire Alarm Call 

Points are located in the corridor on every floor and under the Comber Stand, and can be activated by 
pressing hard against the glass with your thumb. The duty Health and Safety Officer will take charge and lead 
in the fire evacuation and ensure this is done in in a calm and orderly manner providing assistance to those 
needing additional help in evacuating. Evacuate immediately using the nearest available fire exit. Do not stop 
to pick up any personal possessions. Do not stop to shut windows, but the last one out of a room should 
ensure that the door is shut. Report to the assembly points for a roll call. The Health and Safety Officer, or 
person designated, will dial 999 and request attendance by the Fire Service giving details of the Stadium and 
details of the fire. 

• If you hear the fire alarm: 
Leave the building immediately using the nearest available fire exit. Report to the assembly point for a roll 
call. If you are with a visitor, ensure they accompany you. 

• Persons responsible for taking roll calls are: 
Person in charge of function or a Health and Safety Officer. 

• Fire Alarm Status: 
In the event that the fire alarm is for a genuine fire, then the person in charge must call the fire brigade as 
soon as possible.  
In the event that the fire alarm is a false alarm, then the person in charge should establish the cause before 
letting anyone re-enter the building. 

• Assembly Point:  
The Fire assembly point for non-match days is the car park nearest the main gate 

• Fire Extinguishers:  



   
 

 
 

Fire extinguishers will only be used where:- 
Staff have received training and feel confident in their use. 
Where it is deemed safe to do so i.e. there is clear means of escape and the fire is small. 
Personal safety always takes priority and, if in any doubt, staff should not attempt to extinguish a fire. 

 
3. Assisted Evacuation (Personal Emergency Evacuation Plan) 

• Any member of staff or visitor who cannot leave the building unaided in the event of an emergency will need 
to have a Personal Emergency Evacuation Plan (PEEP) for their evacuation.  

• People who need aid to leave the building may include anyone with a physical disability such as a wheelchair 
user but it could also include a student with a recent foot injury who is on crutches, someone with visual 
impairment, hearing difficulties or someone that is heavily pregnant. 

• Anyone with mobility issues will be evacuated according to their PEEP. 
 
 
 
APPENDIX 1 HEALTH AND SAFETY OFFICERS 

1. The Match Day Safety Officer at events where the Safety Officer is in attendance 
2. The Head of Operations or Operations Manager for the Members Stand, Offices and Changing Rooms, the 

Comber Stand, Gym and other areas of the ground. 
 

 
 
 
APPENDIX 2 
 
Location of key safety hazards or other fire related equipment 
 

1. Cooking equipment    Kitchen in Members Stand & Steele-Bodger Room 
 

2. Boiler and Washing Machine   Groundsman’s room in Members Stand 
 

3. Gas supply shut off    Cabinet in Main Car Park 
 

4. Mains fuse boxes    Home Changing rooms/Comber Stand Void 
 

5. Mains water inlet    By Groundsman’s House 
 

6. Gas/oxygen cylinders    By Bar area 
 

7. Fire alarm panels  
  By Main Entrance, In Medical Room, Corridor by 

Groundsman’s Room, By Bar Exit, By Canteen Exit, In Office, 
By exit in Steele-Bodger Room, 3 in Gym under Comber 
Stand, 2 in Store under Comber Stand    

  



   
 

 
 

 
APPENDIX 3 
Personal Emergency Evacuation Plan (PEEP)  
 

PERSONAL EMERGENCY EVACUATION PLAN 
Name:  
Department:  
Building:  
Room Number and Floor:  
Phone Ext:  
AWARENESS OF PROCEDURE 
Can you be notified by the existing fire alarm system?     Y / N  (Please highlight/circle as appropriate)  
 
If you cannot be notified by the current fire alarm system, you will be contacted by the Health & Safety Office 
(on receipt of this PEEP) to arrange a suitable notification system 
PERSONALISED EVACUATION PROCEDURE (A step by step account beginning with the alarm). For assistance 
with this section, see Technical Guidance Note FS04 – PEEP Evacuation Matrix for evacuation methods  
1  

 
2  

 
3  

 
METHODS OF ASSISTANCE (e.g. Methods of guidance, transfer procedures etc) 

 
 
 
The following have been designated to give assistance 
Name  
Contact Details (Building, Rm No and 
Ext) 

 

Name  
Contact Details (Building, Rm No and 
Ext) 

 

EQUIPMENT REQUIRED (including means of communication, use of evac-chairs etc) 
  

 

ADDITIONAL INFORMATION  
 
 
MONITOR AND REVIEW 
PEEP should be rehearsed to test their efficiency. Rehearsals could take place during pre-planned fire drills  
 
Signed by Manager  

 
Date  

Signed by Individual  
 

Date  
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