
Down Ampney Village Hall Safety Induction  

  

This induction is to be carried out with every hirer, prior to any hire, 

and is valid for any subsequent hire within one year.  The Village 

Hall will retain a copy on file.   

  

I acknowledge that I have been shown around the Down Ampney Village Hall, and am 

satisfied that all necessary procedures have been shown or demonstrated to me to 

my satisfaction, and that copies of these procedures are available in the induction 

folders, so that I know what procedures to follow in the event of accidents, fire, or 

damage occurring.    

I am aware that there is a procedure to be followed prior to the commencement of an event, 

and upon completion, prior to closing the Hall.   

I acknowledge that I have received instruction in the following matters:   

• The location of the induction folders, which are kept on-site as per the diagram of 

location.   

• The action to be taken in the event of a fire.  This includes calling the Fire Brigade and 

evacuating the hall.  

• The location and use of fire equipment.  (Include a diagram of the location when 

handing over keys.)  

• Escape routes and the need to keep them clear.  

• Method of operation of escape door fastenings.  

• Appreciation of the importance of any fire doors and of closing all fire doors at the time 

of a fire.   

• The location (in Servery) and proper use of the accident book.   

• The location of the cigarette bin adjacent to the waste bin enclosure.   

  

In advance of an event I shall check the following items:  

• That all fire exits are unlocked and panic bolts in good working order.  

• That all escape routes are free of obstruction and can be safely used.  

• That any fire doors are not wedged open.   

• Fire fighting equipment is in place and unobstructed  

• That exit signs are illuminated.   

• There is no combustible storage in areas open to the public.  

• That there are no obvious fire hazards on the premises.   

  

Upon completion of an event I shall check the following items:  

• Search for smouldering fires (cigarettes should not be present but check !)  

• Check that heaters and cookers are turned off.  

• Check that all electrical appliances are turned off and unplugged.   

• Repack tables and chairs to store, as per posted plan.   

• Turn out all lights.  

• Close all internal doors.  

• Secure all outside doors and windows.   

• The premises is clean and tidy; litter is cleared to external bins.    

  

Signed:  dated:   

  

Name (print)  
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DOWN AMPNEY VILLAGE HALL  

  

EVACUATION PROCEDURE IN CASE OF FIRE  

  
• In case of fire or on hearing the audible smoke alarm, 

proceed immediately to the Muster Point located in the 
Car Park via one of the signed Fire Exits  

  

Emergency Services - 999 or 112   

 

• Should the fire be small (no more than the size of a 
wastepaper basket)  fire extinguishers are located 
throughout the building (see the fire plan)  

  

• Fire Extinguishers should only be used by trained persons 
and in accordance with the instructions contained 
elsewhere within this folder  

  

• A Fire Blanket is located within the Kitchen (see the fire 
plan) and should similarly only be used by trained persons 
and in accordance with the instructions contained 
elsewhere within this folder  

  

• When the Fire Brigade arrive it would be ideal if you could 
issue the officer in charge a list of those attending your 
event or the number in the Hall at the time  

  
Warning:  
  

• Do not take Risks  
  

• Do not return to the building for any reason until 

authorised to do so.   

 



 
DOWN AMPNEY VILLAGE HALL 

 

USE OF FIRE EXTINGUISHERS & FIRE BLANKETS 

 

YOU ARE NOT REQUIRED TO FIGHT A FIRE, EVER. 

IF YOU HAVE THE SLIGHTEST DOUBT ABOUT YOUR CONTROL OF 

THE SITUATION. DO NOT FIGHT THE FIRE 

  
1. Use a mental check-list to make a fight or flight decision. Attempt to use an extinguisher only if 

ALL of the following apply :  
  

      The building is being evacuated  
  

• The fire brigade has been called  
  

• The fire is small, contained and not spreading beyond its starting point  
  

• The exit is clear, there is no imminent peril and you can fight the fire with your back to the 
exit  

  

• You can stay low and avoid smoke  
  

• The proper extinguisher is immediately at hand  
  

• You have read the instructions and know how to use the extinguisher  
  

2. IF ANY OF THESE CONDITIONS HAVE NOT BEEN MET DON’T FIGHT THE FIRE 
YOURSELF. CALL FOR HELP AND LEAVE THE BUILDING.  

  

3. Whenever possible use the “Buddy System” to have someone to back you up when using a fire 
extinguisher. If you have any doubt about your personal safety, or if you cannot extinguish a 
fire, leave immediately and close off the area (close the doors but DO NOT lock them). Leave 
the building but contact a firefighter to relay whatever information you have about the fire.  

  

4. Pull the pin on the fire extinguisher.  
  

5. Stand several feet from the fire, depress the handle and sweep back and forth towards the fire. 
Note :  

  

• Do not walk on the area that you have “extinguished” in case the fire re-ignites or the 
extinguisher runs out ! Remember: you usually can’t expect more than 10 full seconds of 
extinguishing power on a typical unit and this could be significantly less if the extinguisher 
was not properly maintained or partially discharged.  

 

• The nozzles of CO2 extinguishers get dangerously cold – practise using one beforehand or 
have someone show you the proper way to hold one – hold ONLY by the handle although 
the other hand can be on the bottom of the cylinder.   

 

6. Direct the extinguisher at the base of the flames until the fire is completely out.  
 

 



7. Re-charge any discharged extinguisher immediately after use. If you discharge an extinguisher                         

(even a tiny bit) or pull the pin for any reason, inform a member of Down Ampney Village Hall 

Committee to arrange a replacement (telephone numbers can be found in a notice applied to the 

entrance door).   
  
  
   
  

INSTRUCTIONS FOR USE OF A FIRE BLANKET  
  

• Pull the Tabs to release the blanket  
  

• Shake it open and holding the tabs, cover hands with the blanket ends  
  

• Place the blanket carefully over the vessel (eg frying pan) to contain the fire  
  

• The source of heat (eg gas ring) should then be turned off and the fire blanket left in place until 
cool and the fire brigade called  

  

• Under no circumstances should the blanket be lifted until completely cool  
  

In case of a clothing fire, the victim should be wrapped in the blanket and rolled on the ground  



 


