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	DUTIES OF THE

FIRE MARSHAL

TALBOT CAMPUS



WHEN FIRE ALARM SOUNDS

· Reception advise via radio giving building where alarm sounding and advise all caretakers and maintenance staff to attend and advise all radio traffic now dedicated to fire incident only

· FIRE MARSHAL identifies themselves to all via radio
· Open Premises Information Box

· Put on FIRE MARSHAL jacket
· Maintenance Electrician will collect keys and go to panel to identify exact location of fire and await instruction from FIRE MARSHAL
· FIRE MARSHAL DUTIES:
· Appoint deputy to Fire MARSHAL to log all actions taken and Fire Wardens reports (yellow jacket – one per assembly point)

· Two people to location of fire and report via radio 
· Look for signs of fire externally
· Appoint someone to observe and monitor REFUGE panel 

· Establish if Fire Brigade should be called and instruct reception to do so/or not
· Monitor each fire exit using Fire Wardens/Estates Staff
· Identify available Evac chair operators
· Instruct Car park attendants if Fire Brigade called and give location for them to be directed to – ensuring all access gates are opened
· If fire in progress, await Fire Brigade attendance and assist as required.  Ensure access route clear of staff and students
· If no fire in progress, instruct Electrician to silence bells and reset alarms when confirmed building is empty
· Give instruction to allow people to return to building

· Ensure all details recorded in fire log (kept in Poole House reception).  Electrician or Fire Brigade attended, zone etc
· Send evacuation check sheets to the University Fire Officer 
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