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Fire and Evacuation Procedures – TDL Kewaigue Depot
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Date:       4th December, 2017

This document details the Fire and Evacuation procedures for the Trade Distribution staff on the Kewaigue site.

Fire / Evacuation – Alarm Test
Every month, the fire/evacuation alarm will be tested.  This test will be advised by email to all TDL Staff by the Depot Manager (or nominated person), and Managers and Supervisors must ensure that all staff members (who do not have email accounts), are advised that the alarm will be tested and at what time.  An example of the advisory email text, distributed on the morning of the planned test, is shown below.  The email will advise the planned time of the alarm and its duration.  The email must state that in the event of the alarm sounding at any other time of the day, or for a greater duration than the planned time, then it must be treated as a “live” alarm, and the Fire/Evacuation Procedure must be followed by all staff.
Good Morning,

Please be advised that the fire alarm at Kewaigue will be tested today between 4pm and 5pm. This is a test of the system only and no action is required. Should the alarm sound for sixty seconds or longer during this time frame please leave the building using the emergency evacuation procedures.

Please can you ensure this is communicated to any of your staff that do not have access to email.

The Depot Manager (or nominated person), is responsible for advising the Isle of Man Fire Service, Douglas Fire Station, of the planned fire test, as the Kewaigue Depot’s fire alarm is linked directly to the Douglas Fire Station.

In the event that an actual fire alarm is sounded coincidentally around the same time as the planned test, the Depot Manager is responsible for immediately contacting the Douglas Fire Station to advise of the situation.

TDL Staff Roster

The card-key system used by TDL Staff to access the Kewaigue offices, cannot provide a TDL Staff Roster of staff members on-site, as not all doors require card-key access.  
Therefore, ALL TDL Fire Marshals must have an up-to-date list of all TDL staff that is easily accessible in the event of a Fire/Evacuation alarm.  The master list is available from the Operations and Compliance Directory in the Operations & Compliance Process templates folder, named Fire Evacuation Procedure - TDL Staff Roster Vn.n Mmm-YY.  This roster will be checked monthly to ensure the list is up to date, and updated accordingly.  In the event of an update version being released, the updated document will be emailed to all Fire Marshals to be printed and stored locally in their Fire Marshals Handbook in their work area.
Visitors on site

In the event of a Fire/Evacuation Alarm test, it is the responsibility of staff members with visitors on-site, to explain that a Fire/Evacuation Alarm test, is going to take place, and what actions the staff member(s) and Visitor will take.  In the event of an Evacuation (test or otherwise), the staff member(s) is responsible to ensure that the Visitor is safely escorted to the appropriate Assembly Point and remains with the Visitor until the all-clear to re-enter the building is given.
The Visitors book in the Heron and Brearley Reception area will be completed by all Visitors to the site, including TDL Visitors.  The Heron and Brearley Receptionist will be responsible for bringing the book to the assembly area to enable the Fire Marshals to confirm all visitors are accounted for.  The Receptionist should report to either Mickey Cowell, Depot Manager or Jim Neill, IOM Freight Manager to report any TDL Visitors signed in for that day.
Sub-Contractors on site

In the event of external sub-contractors/suppliers completing work programs on site, part of their initial induction before proceeding with any work on site will be to advise of the Fire/Evacuation Procedures to be followed in the event of the alarm being sounded.   It is the responsibility of the Depot Manager or Department Manager where the work is being carried out, to ensure that the Sub-Contractors are:

a) Advised of any planned Fire alarm test scheduled for the day

b) Safely escorted to the appropriate Assembly Point in the event of a Fire/Evacuation Alarm sounding, and remain with the Depot or Department Manager until the all-clear is given to re-enter the building.
If there is more than one member of the sub-contractors/suppliers staff on-site completing work, then the Supervisor/Senior sub-contractor must ensure that he/she has the correct details for their staff on-site that day.  The Supervisor/Senior sub-contractor must advise the Fire Marshal immediately if any of their team members are not at the Assembly Point in the event of the alarm sounding.

In the event of a Fire

The following procedure is displayed at various points around the Kewaigue Depot detailing the actions to be taken in the event of a fire being discovered:

Fire Action

Any Person discovering a fire:
1 Sound the alarm

2 Dial 999 to call the Fire Brigade

3 Attack the fire if possible using the correct appliances provided

On hearing the Fire Alarm:
4 Leave building by nearest safe route

5 Close all doors behind you

6 Report to the Assembly Point

      IN FRONT OF MAIN RECEPTION
DO NOT TAKE RISKS

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

The Depot has several Fire Marshals – the full list is displayed at various key points around the depot, typically by the red Fire alarm boxes.  On discovering a fire, an employee should ONLY attempt to put the fire out if he/she considers it can be contained and is safe for them to do so.  Otherwise, the employee should immediately sound the alarm and proceed to the Assembly point.  Note that the Kewaigue depot is now automatically linked up to the Fire Brigade, so as soon as the alarm sounds, it will report to the Fire Brigade HQ.
The Fire Marshals will ensure that all areas of the building are evacuated.  This must include any temporary accommodation that may be on-site at the time where it may not be possible to hear the fire alarm.
The Fire Marshals are responsible for ensuring that no staff members, visitors or sub-contractors return to any work areas until authorised to do so.  This is both for personnel safety and Information Security purposes.
Evacuation Points

The designated Assembly Point for all staff is the front of the building by the main H&B Reception Office.  All employees should make their way to the Assembly Point as quickly, and safely, as possible.  
The Fire Marshals will have copies of the TDL Staff Rosters and will complete a check that all staff are present and/or accounted for.  Typically the Fire Marshals will complete the Roster for their own departments/areas, but must cover any departments where the Fire Marshal is off-site.  Therefore, all TDL Staff members should gather together to enable the roster to be completed as quickly as possible.  The Business Continuity Response Team (see section Business Continuity Plan) has assigned a Team Lead, who will be identified by a RED HI-VIZ jacket – this will be either Alex Kempson or Alison Pickett.  All TDL staff should gather together with Alex or Alison who will then issue further instructions/updates.   
There may be situations where the front of the building is not a suitable Assembly point due to the location of the fire/incident.  The Fire Marshals will guide staff to an appropriate alternate assembly point, either just outside the Front Gate of the building (on the grass area ensuring the road remains clear for emergency service vehicles) or the Staff Car Park, should the location of the fire/incident be at the front of the Building, or in the Manx Telecom area.  
Fire/Evacuation Tests
Periodically, a fire/evacuation test will be completed with no pre-warning. This is to ensure that all staff including new members, are familiar with the evacuation procedure, and the procedural steps can be tested, verified and updated if necessary. These evacuations will be monitored and timed, and any recommendations following the test will be reported the ISO Management Team for review and implementation as necessary.
Business Continuity Plan

The Company has a Business Continuity Plan which details actions to be taken in the event of an Emergency or Incident occurring at the Kewaigue depot.  An emergency is an actual or impending situation that may cause injury, loss of life, destruction of property, or cause the interference, loss or disruption of an organisation’s normal business operations to such an extent it poses a threat. An incident is any event that may be, or may lead to, a business interruption, disruption, loss and/or crisis.

This plan will help to ensure the continuation of business critical services by minimising the impact of any damage to staff, premises, equipment or records.

Supporting the plan is the Business Continuity Response Team and all Fire Marshals are part of that team. As part of any emergency or Incident which requires evacuation of the building (whether it is fire or not), the Business Continuity Plan will be invoked and the Business Continuity Response Team will provide direction and management of all activities during and after the initial evacuation event.   

Within the plan are two key Checklists which are to be utilised in the event of any evacuation:

· Immediate Actions Checklist:

Is a list of the actions that should be taken in response to the initial incident.  The checklist is not prescriptive, exclusive or prioritised; any incident will require a dynamic assessment of issues and actions required.  Depending on the scale of the incident, actions can be delegated to a support team but the Business Continuity Response Team are responsible for the actions taken.
· Response Actions Checklist: 

Is a list of the actions that should be taken for Trade Distribution to maintain business critical processes.  The checklist is not prescriptive, exclusive or prioritised; any incident will require a dynamic assessment of issues and actions required.  Depending on the scale of the incident, actions can be delegated to a support team but the Business Continuity Response Team are responsible for the actions taken.
The Plan also contains an Emergency Operations Log (Appendix E).  This must be completed by one or more members of the Business Continuity Response Team/Fire Marshals for all actions completed following a Fire/Evacuation occurrence or simulation test, in order that procedures can be tested and any improvements or failures identified can be recorded, reviewed and appropriate revision can be made.
All TDL Staff Members must be fully conversant with the Fire/Evacuation Procedures for the Kewaigue Depot.  It is the responsibility of the Line Managers and Supervisors to ensure that their staff know what they have to do, and where they need to go, in the event of an evacuation.
All Directors, Department Managers and Supervisors should be conversant with the Business Continuity Plan.  Of those staff, the identified Business Continuity Response Team should have a printed copy of the Plan together with a hard copy of the TDL Staff Roster (latest version) and the Trade Distribution Contacts List (latest version) available in their work area allowing immediate access if required.
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