N G
$% ™% | WOOLSTON COMMUNITY ASSOCIATION
g ‘WCA 2 WOOLSTON COMMUNITY CENTRE COMMITTEE
‘V%OGA‘\OQ REGISTERED CHARITY NUMBER: 30200 | —

HEALTH & SAFETY GUIDELINES FOR EVENT/PARTY ORGANISERS AND CENTRE USERS

Woolston Community Centre

Fire Safety and Emergency Procedures
Please read these instructions so that you will know what to do in the event of an emergency.

On arrival, please familiarise yourself with the FIRE EXITS and FIRE ESCAPE ROUTES within the building.
Please ensure that you advise all participants of these exits prior to the start of your event.

FIRE ALARM - a continuous ringing bell
On hearing this, leave the building in an orderly manner using the nearest available exit.

If you DISCOVER A FIRE:
1. Activate the alarm at any fire alarm call point by breaking the glass. Alarm call points are beside each
fire exit.

2. Only use fire-fighting equipment if you feel confident to do so.
2. Evacuate the building by the nearest available exit, closing doors as you leave.

3. Report to the assembly area, located in the car park between the Centre and Nursery Unit building.
4. Call the Fire Brigade.

If you HEAR THE ALARM:
1. Switch off any electrical equipment that you have been using, if safe to do so.
3. Evacuate the building by the nearest available exit, closing doors as you leave.

4. Report to the assembly area, located in the car park between the Centre and Nursery Unit building.
5. Call the WCC volunteer contact number you have been given to notify them of fire.

Calling the Fire Brigade

The fire alarm is NOT connected to the Fire Services. The person raising the alarm should ensure the
Fire Brigade are summoned by either ringing 9-999 from a Fire Point telephone remote from the fire or
by mobile phone.

DO NOT RETURN TO THE BUILDING FOR ANY REASON UNTIL AUTHORISED TO DO SO.

Fire Precautions

Smoking and the use of naked flames (e.g. candles) is strictly prohibited on the premises.

Any persons who wish to smoke must exit the premises by the main entrance door and use the ash tray
affixed to the outside wall.

Hirers must not use any of the areas immediately outside any fire exit as a smoking area.



All corridors in the building form escape routes and must be kept clear of obstructions. Doors restrict
the spread of smoke and fire. It is therefore important that they are not wedged open.

The fire exit doors in the main hall should remain closed except in a state of emergency. Please do not
open them to cool the room down. The heat pump located below the ceiling in the hall will produce
cold air when the room temperature reaches a certain point. Opening the fire doors will make the
pump less effective.

Action in the event of accident- first aid procedures

In the event of an accident causing injury:

Mon-Fri, 09.00-16.00: Contact a member of Southampton Day Services staff in the Centre Office. A first
aider will decide on appropriate treatment and further action if necessary. The accident will be
reported to a Woolston Community Centre (WCC) volunteer.

Outside the above hours: Event organisers/users are responsible for their own first aid. Please note
that there are first aid kits in the Art Room, Church Room and Centre Office, but these may not be
accessible. Please report the accident to a WCC volunteer as soon as possible.

Any accidents or “near miss” incidents should be reported to Southampton Day Services staff or WCC
key holder. The purpose of reporting accidents and incidents is NOT to apportion blame, but to discover
and correct health & safety problems.

Parking

There is a one way system in operation around the centre; please ensure guests/users are aware of this.
Due to the limited availability of parking, hirers are advised to consider the need to control parking for
large events.

Moving Equipment/Manual Handing

Hirers are responsible for their own health and safety. Please ensure that appropriate equipment is
used if working at height and appropriate care taken when setting up and packing up tables and chairs,
ensuring that they moved and stacked safely. Please note there is not a ladder available on site, so if
wishing to set up decorations at height, users must bring their own.

Please ensure all equipment is left as you found it unless advised otherwise.

Users should NOT attempt to move partitions in Longmore/Silvermere/Thornycroft/David Tyrie/Spitfire.

Avoiding slips, trips and falls

Please ensure that any spillages are cleared as soon as possible.

Ensure any cable/leads for electrical equipment and any other items that may be a trip hazard are
secured/tidied away.

Use of Electrical Equipment
All electrical equipment belonging to the centre is regularly checked and PAT tested. Hirers are

responsible for the safety of their own equipment if brought onto site.

Other equipment
For large events, please bring your own cutlery/plates/cups etc and bin bags for disposing of waste.

Please also see the Terms and Conditions of hire on the back of the booking form.



