




FIRE ALARM ACTIVATION PROCEDURES    
(Action by Customer Advisors on hearing the Fire Alarm) 

Stop further admissions & secure the till 

(Customer Advisor to keep hold of the key) 

Clear all telephone lines 

Inform Duty Manager of the activation area and 

await further instructions from the Duty Manager 

Duty Manager confirms Evacuation of building 

Dial 999 and report Fire 

Duty Manager confirms No Evacuation 

and gives instructions to reopen 

Silence alarm and make public    

announcement  

“This is a public announcement. Please 

continue with your activity at this time, 

this has been a false alarm” 

Make public announcement to 

evacuate the building 

“This is a public announcement. Will all members of the 

public evacuate the building using the nearest         

Emergency exit immediately ” 

(Repeat this message slowly and clearly) 

Start with evacuation of public through the              

closest Emergency Exit door  

Remain at reception as long as it is safe to do so, or until 

instructed to leave by the Duty Manager.                       

Collect ‘EVAC BAG’ and bring to the Assembly Point 1 

Reopen till and continue to 

serve customers 

False alarm  Fire/Smoke/Unknown 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately.     

Areas to check 

Soft Play 

Sensory Room 

Squash Courts 

Café Area 



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Duty/Ops Manager on hearing the Fire Alarm) 

Report to Reception                                

Check fire panel to identify what 

zone/location has been activated 

Ascertain reason for fire alarm activation  

(If unknown or not sure then treat as real fire and evacuate the building) 

Instruct Customer Advisor to make public              

announcement to Evacuate the building 

Ensure Customer Advisor  telephones 999 

Inform Customer Advisor of False Alarm and 

No Evacuation and give instructions to reopen 

Ensure the Alarm has been Silenced and        

Customer Advisor makes public announcement  

Co-ordinate the evacuation of all areas of the 

building. Remember PEEP 

Once all areas have been evacuated report to             

Assembly Point 1 and await the Fire Authority               

(Ensure foil blankets etc. are handed out) 

Liaise with Fire Officer in Charge. Report numbers 

needing assistance at Refuge Points and  if any public 

or staff are located at Assembly Point 2 

Do not re-enter the building until the Fire Authority has 

given instructions that it is safe to do so 

Recheck activation point.             

Replace any break glass and if    

required reset Fire Alarm Panel 

False alarm  Fire/Smoke/Unknown 

On re-entry of building check all areas to determine if 

building can be reopened for normal operational usage  

Instruct staff to recheck all    

areas of the building 

Replace any break glass and if required  

reset Fire Alarm Panel 

Emergency Service may 

require a set of keys for 

the whole building along 

door codes/passes 



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Shift Leader on hearing the Fire Alarm) 

Make your way to the Level 3 and be          

prepared to evacuate the area 

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of public through the   

closet Emergency Exit door  

(Users are not to return to the changing rooms) 

False Alarm announcement from 

reception is heard  

Check area and return to normal duties 

Direct Public to closest Emergency Exit  

If it is not safe to get to Assembly Point 1 then 

direct public to Assembly Point 2  at Civic Centre 

side of building 

At the Assembly Point check for any      

injuries/illnesses, control access into the 

carpark so not to restrict Fire Engines 

Liaise with Duty Officer. Report numbers needing 

assistance at Refuge Points and if any public/staff 

are located at Assembly Point 2 

Do not re-enter the building until the Duty Officer has 

given instructions that it is safe to do so 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

Third Floor Level 

Pool Viewing Gallery 

Toilets 

On re-entry of building 

recheck all areas  



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Leisure Assistants on Pool Side on hearing the Fire Alarm) 

One long whistle blast 

Instruct all swimmers to move to the 

side of the pool and exit 

Attendant to collect foil blankets and first aid kit 

Public announcement to Evacuate the building        

or no announcement is heard 

Continue with evacuation of bathers through the 

closet Emergency Exit door and hand out foil blankets                                              

(Bathers are not to return to changing area) 

False Alarm announcement from 

reception is heard  

Advise bathers that they can re-enter the pool 

and continue with their activity 

Direct bathers to the Assembly Point 2 

at Civic Centre side of building 

At the Assembly Point check for any      

injuries/illnesses, control access into the 

carpark so not to restrict Fire Engines 

Liaise with Duty Manager. Report numbers needing 

assistance at Refuge Points and  what public/staff 

numbers are located at Assembly Point 2 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

Leisure Assistants to return to    

supervision positions  

On re-entry of building return to 

Pool Supervision positions 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

At least one Assistant to recheck pool areas 

once bathers have evacuated the building Areas to check 

Main Pool 

Learner Pool  

Leisure Pool 

Village Changing 



Due to the direction of the evacuation       

children may become separated from their 

parents/guardians/school teacher. This may 

cause additional anxiety especially for the 

very young children. 

FIRE ALARM ACTIVATION PROCEDURES    
(Action by Swimming Teachers on hearing the Fire Alarm) 

Instruct all swimmers to move to the 

side of the pool and exit 

Line up class for evacuation  

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of class through the safest 

Emergency Exit door and collect foil blankets                                              

(Swimmers are not to return to changing room) 

False Alarm announcement from 

reception is heard  

Advise class that they can re-enter the pool 

and continue with their lesson 

Lead Class to the Assembly Point 2 at 

Civic Centre side of building 

At the Assembly Point check for any      

injuries/illnesses,  

Liaise with Duty Manager and children's 

Parents/Guardians/Swimming Teachers 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

On re-entry of building return to 

teaching positions 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Leisure Assistant on Wet Side Duties on hearing the Fire Alarm) 

Make your way to the Village Changing Area 

and be prepared to evacuate the area 

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of public through the closet 

Emergency Exit door and hand out foil blankets                                              

(Bathers are not to return to changing room) 

False Alarm announcement from 

reception is heard  

Check area and return to normal duties 

Direct public to the Assembly Point 2 at 

Civic Centre side of building 

At the Assembly Point check for 

any injuries/illnesses,  

Liaise with Duty Manager. Report numbers needing 

assistance at Refuge Points and what public/staff are 

located at Assembly Point 2 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

On re-entry of building 

recheck all areas  
NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

Once areas have been evacuated recheck 

areas but only if safe to do so  

Areas to check 

Village Changing  

Level 1 Social Area 



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Leisure Assistant on Dry Side Duties on hearing the Fire Alarm) 

Make your way to the Dry Side Area and be 

prepared to evacuate the area 

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of public through the   

closet Emergency Exit door  

(Participants in activity classes are not to return to the    

changing rooms) 

False Alarm announcement from 

reception is heard  

Check area and return to normal duties 

Direct Public to Assembly Point 1 in the main Car 

Park. If it is not safe to get to Assembly Point 1 

then direct public to Assembly Point 2   

At the Assembly Point check for any      

injuries/illnesses, control access into the 

carpark so not to restrict Fire Engines 

Liaise with Duty Manager. Report numbers needing 

assistance at Refuge Points and what public or staff 

are located at Assembly Point 2 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

Areas to check 

Activity Rooms 

Main Hall 

Lift/Stairwell Lobby 

Toilets  

Kitchen/café  

Soft Play 

Squash Courts 

Sensory Room 

On re-entry of building 

recheck all areas  



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Fitness Advisor on hearing the Fire Alarm) 

Instruct all gym users to stop their 

activity immediately  

Instruct all gym users to leave the Fitness Suite 

by the nearest Fire Exit Door 

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of users through the closet 

Emergency Exit door and hand out foil blankets                                              

(Class participants are not to return to changing room) 

Direct users to Assembly Point 1 in    

the main Car Park. If it is not safe        

to get to Assembly Point 1 then direct 

public to Assembly Point 2   

At the Assembly Point check for any      

injuries/illnesses, control Assembly area 

so not to restrict Fire Engines 

Liaise with Duty Manager. Report numbers needing 

assistance at Refuge Points  

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

One Fitness Advisor to evacuate the Health & 

Wellbeing Suite area , Village changing, toilets, 

and Studio’s  

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

False Alarm announcement from 

reception is heard  

Advise users that they can re-enter the fitness 

suite and continue with their activity 

Areas to check 

Gym 

Health &Wellbeing 

Village Changing 

Toilets 

Studios 



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Exercise Class Instructor on hearing the Fire Alarm) 

Instruct all participants to stop activity 

immediately, dismount bike if during 

indoor cycling class 

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of class through 

the safest Emergency Exit door  

(Class participants are not to return to changing 

Lead class to Assembly Point 1 in        

the front Car Park. If it is not safe        

to get to Assembly Point 1 then lead 

class to Assembly Point 2   

At the Assembly Point check for any             

injuries/illnesses and hand out foil blankets 

Liaise with Duty Manager 

Do not re-enter the building until the   

Duty Manager has given                            

instructions that it is safe to do so 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

False Alarm announcement from 

reception is heard  

Advise class that they can continue 

with their activity 

On re-entry of building return to class  

area and check. Instructor to determine   

if class is to continue  

Areas to check 

Studios 



FIRE ALARM ACTIVATION PROCEDURES    
(Action by House Keeper on hearing the Fire Alarm) 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

Check the immediate area presently 

working in 

False Alarm announcement 

from reception is heard  

Check area and return to      

normal duties 

Public announcement to Evacuate the building or no 

announcement is heard 

Continue with evacuation of public through the   

closet Emergency Exit door  

Direct Public to Assembly Point 1 in the main Car 

Park. If it is not safe to get to Assembly Point 1 

then direct public to Assembly Point 2   

At the Assembly Point help with             

controlling Assembly area so not to       

restrict Fire Engines 

Liaise with Duty Manager as soon 

as possible 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

On re-entry of building 

recheck all areas  



FIRE ALARM ACTIVATION PROCEDURES    
(Action by Maintenance Technicians on hearing the Fire Alarm) 

NOTE: 

If you observe a fire, see smoke or smell 

burning, activate at least one break point 

and start building evacuation immediately,    

Do Not wait for the public announcement  

Evacuate the Plant Room immediately 

and ensure it is secure 

False Alarm announcement 

from reception is heard  

Check area and return to      

normal duties 

Public announcement to Evacuate the building or no 

announcement is heard 

Evacuate the building through the 

safest Emergency Exit door  

At the Assembly Point assist in controlling 

Assembly point so not to restrict             

Fire engines 

Liaise with Duty Manager and Fire 

Officer as soon as possible 

Do not re-enter the building until the Duty Manager 

has given instructions that it is safe to do so 

On re-entry of building 

recheck all areas  

Emergency Services may 

require a set of keys for 

the whole building and 

door codes 

Make way to Assembly Point 1 in the main Car Park.  

If it is not safe to get to Assembly Point 1 then go to 

Assembly Point 2   


