
 
LUTHER KING HOUSE 

POLICY AND PROCEDURES: FIRE EVACUATION 
 

Duty Manager 

1. Immediately on hearing the fire alarm proceed to the fire indicator board, and noting 

the location of the fire proceed there taking a master key and mobile phone. 

2. Arriving at the scene, unless you are absolutely certain that the fire can be 

extinguished immediately report the fire to reception giving details of the exact 

location. 

3. Without taking any risk attempt to contain the fire using the equipment provided. 

4. Take advice from reception about any disabled/deaf or special need guests who may 

require assistance and either help or arrange for other staff that may be available to 

help. 

5. Obtain list of guest rooms and function diary from reception ready to assist roll calling 

and checking at assembly area in front of the Baptist House.  

6. Stay at reception area and await arrival of fire brigade ensuring they have clear 

access to the location of the fire and direct guests to assembly area point in front of 

the Baptist House. 

7. If a fire cannot be located check the entire area as smoke can travel a considerable 

distance and activate detectors some way off.  If the event proves to be a false alarm 

instruct reception to silence alarms and reset the indicator panel.  An investigation 

should then be carried out to determine how the alarm was activated by checking 

break glass points and smoke detector lights.  

Receptionist/Switchboard 

1. If you are on a shift with Duty Management await instructions from Duty Manager. If a 

fire is confirmed immediately call the fire brigade on the 999 number. Give the name 

Luther King House and our address as well as the exact location of the fire. 

2. Advise duty manager of any disabled/deaf or special need guests who may require 

assistance to evacuate premises. 

3. Print off guest list ready to hand to Duty Manager along with the conference diary. 

4. Direct guests to assembly area whilst it is safe to remain in post. Without taking risks 

attempt to secure any cash and floats and print off list of balances. 

5. When instructed by Duty Manager or Fire Officer go to assembly point in front of the 

Baptist House taking list of balances and back up memory sticks and assist with roll 

call.  

6. If you are on a lone worker shift without Duty Management cover follow the 

instructions for Night Porter. 

Night Porter 



1. On hearing the Fire Alarm immediately go to the Fire Indicator Board, noting the 

location of the fire proceed there taking a master key and the mobile phone. 

2. If you discover a fire unless it can be extinguished quickly use the mobile phone to 

telephone the Fire brigade on 999. Give them the name and address of Luther King 

House and the location of the fire. Use the mobile phone to summon help from the 

list of volunteers in the favourites section – be brief, pass on the message of fire at 

Luther King House, and say help is urgently requested. 

3. Without taking any risks attempt to contain the fire using the equipment provided. 

4. Return to reception area and await arrival of fire brigade ensuring they have clear 

access to location of the fire and direct guests to assembly area point in front of the 

Baptist House. 

5. Ensure the guest list and any details of disabled/deaf/special need guests are 

handed to the Fire Officer on arrival. 

6. When instructed by Fire Officer or senior volunteer go to assembly point in front of 

the Baptist House and assist with roll call. 

7. If a fire cannot be located check the entire area as smoke can travel a considerable 

distance and activate detectors some way off.  If the event proves to be a false alarm 

silence alarms and reset the indicator panel.  An investigation should then be carried 

out to determine how the alarm was activated by checking break glass points and 

smoke detector lights.  

All our Employees  

1. On hearing the continuous fire alarm close all doors and windows within your 

department. 

2. Direct guests/students to the assembly area in front of the Baptist House. 

3. Assist guests/students in vacating the unit showing them emergency exits as 

appropriate. 

4. If you work in areas where you are responsible for cash or floats attempt to secure 

them if safe to do so. 

5. If safe to do so stay in your area of work until all guests/students and colleagues 

have been evacuated – check that area is clear before reporting to the assembly 

area in front of the Baptist House. 

6. Tutors should direct students in their charge to the assembly point in front of the 

Baptist House taking a list of attendees with them for a roll call. 

7. Senior staff present at the time of an alarm should report to reception to assist in any 

way necessary (i.e. to assist in lone worker situation when Duty Manger cover is not 

in place). 

8. Do not re-enter building until told to do so by the Duty Manager/Fire Office. 
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