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Fire Safety Plan

1. Introduction

1.1 Purpose

This Fire Safety Plan sets out the procedures and responsibilities for preventing fires, protecting life,
and responding effectively in the event of a fire at Pan Intercultural Arts. The plan ensures:

e Safety of staff, volunteers, participants, and visitors
e Compliance with fire safety legislation
e [Effective use of fire detection and firefighting equipment
e Clear evacuation procedures
1.2 Scope
Applies to:

e Welcome area, Office and workshop spaces and all rooms as part of Pan Centre
e Shared building facilities (corridors, lifts, toilets)
e Staff, volunteers, participants, contractors, and visitors

2. Roles and Responsibilities

Role Responsibilities

Fire Safety Manager /| Oversight of fire safety compliance, review of plan, liaison with
Responsible Person building management

Building Reception / Security Monitor alarms, assist in evacuation, coordinate with
emergency services

Staff / Programme Leads Supervise participants, ensure evacuation routes are clear,
assist visitors with access needs

Fire Wardens / Marshals Sweep designated areas, check rooms, guide evacuees,
report to assembly point

Visitors / Contractors Follow instructions, evacuate promptly, report concerns
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3. Fire Risk Assessment

Date of most recent assessment: 13/03/2026

Identified hazards: Heating equipment in kitchen, flammable liquids, potential obstructions
of fire exits, electrical fires.

People at risk: staff, volunteers, participants, public visitors, contractors

Existing control measures: Regular electricity testing, regular testing of fire safety
equipment, fire alarms and emergency lighting, evacuation plans throughout building,
regular training of staff.

Actions required / improvements: None

Full Fire Risk Assessment here

4. Fire Prevention Measures

Safe use of electrical equipment and appliances

Control of ignition sources in studios and kitchens

Safe storage of flammable materials (paints, solvents, paper)
No obstruction of exits or escape routes

Smoking / vaping prohibited on premises

Regular maintenance of equipment and electrical systems

5. Fire Detection and Alarm Systems

Type of alarm system: Automatic fire detection and warning installed. Elements present:
mains powered fire detector(s); mains powered fire detector / sounder(s); manual call
point(s); sounder(s); fire alarm panel; repeater panel(s).

Smoke / heat detector locations: In every room

Manual call points: By the front entrance and just outside the back exit

Alarm testing schedule: Weekly (performed by Camelford House)

Fault reporting procedure: Managed by Camelford House (System in place for notification of
defects to firefighting / evacuation lift)

6. Fire Prevention Equipment

Equipment Location Inspection Frequency
2 Fire extinguishers (Water Mist) By both fire exits Annual
Fire blankets Kitchen Annual

Staff trained in use of extinguishers
Equipment checked and maintained according to schedule


https://docs.google.com/document/d/1Aa_0SHmu2-wLntmEGrFDJ7h3LzvgN572/edit
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7. Emergency Escape Routes

Floor plans and escape routes clearly displayed

Escape routes must remain clear at all times

Emergency lighting tested monthly

Accessible routes provided for wheelchair users and mobility-impaired visitors

8. Evacuation Procedures

8.1 When Alarm Sounds

Stop activity immediately

Leave belongings behind
Evacuate via nearest safe exit
Assist anyone with access needs

o~

8.2 Assembly Point

e |ocation: Peninsula Heights
e Staff to account for all persons and report any missing individuals

8.3 Fire Wardens Duties

e Sweep designated areas (offices, studios, toilets)
e Ensure all visitors and participants are guided to safety
e Report completion to Fire Safety Manager

9. Personal Emergency Evacuation Plans (PEEPs)

Identify staff, volunteers, or participants with additional needs
Maintain individual plans with procedures and required support
Evacuation chairs or other equipment provided where needed
Regularly review and update PEEPs

10. Fire Drills and Training

Induction training for all new staff and volunteers

Fire wardens/marshals trained in evacuation procedures
Drills conducted at least twice per year

Attendance and lessons learned recorded
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11. Communication of Fire Safety

Fire safety information displayed throughout premises

Staff, volunteers, and participants briefed at induction

Contractors informed prior to working on site

Evacuation instructions included in event and workshop communications

12. Maintenance & Testing

System / Equipment Frequency Last Checked
Fire alarms Weekly 24/04/26
Emergency lighting Monthly / Annually | 29/04/26
Fire extinguishers Annual 06/05/26
Escape routes Weekly 27/05/26
Electrical equipment (PAT) Every 2 Years 22/01/25

13. Coordination with Building Management

Shared evacuation procedures confirmed

Responsibility for resetting alarms, checking common areas
Joint drills conducted as needed

Liaise on maintenance of building-wide fire systems

14. Record-Keeping

Fire risk assessments and inspections
Training records

Drill records

Incident reports

Maintenance logs

15. Review and Update

Plan reviewed annually or after any fire incident
Updates communicated to all staff, volunteers, and building management
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e Fire risk assessment updated whenever changes occur in the building or operations

Appendices

e Appendix A: Floor plans with escape routes and assembly point
e Appendix B: List of trained Fire Wardens / Marshals
e Appendix C: PEEPs / GEEPs for staff and participants

e Appendix D: Emergency contact list (fire service, building security, internal leads)

From Building fire survey

Car park details: Open air parking to rear. Covered parking to basement approx. 50 spaces
Security measures: 24 hour security. Manned reception. Security guard(s) present. Security
patrols. Security control room. CCTV. Access barrier. External lighting. Card

access.

Current fire evacuation
strategy:

Full evacuation

Local fire authority: London Fire Brigade

Total building occupancy: Potential for 3500

Total number of employees/ tenants: 300 tenants. 1 Savills employee. 2 Security Staff. 1
Maintenance Staff

Total number of visitors / members of public: 50-100 visitors

Occupants identified at special risk: Lone working contractors
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Appendix A: Floor plans with escape routes and assembly point

Floor Plan

Please familiarise yourself with your position in the
building and the evacuation procedure.

Acessible
Fire Exit

OFFICE
SPACE
Nen-Accessible
Fire Exit
WORKSHOP
SPACE

Fire
Extinguisher

Appendix B: List of trained Fire Wardens / Marshals

e Emmeline Holwell, Operations Manager
e Joanna Green, Executive Director

Appendix C: PEEPs / GEEPs for staff and participants

e Bruno Correia, uses a wheel chair. Can activate the fire alarm, can push open the doors
himself. Has been informed only the front entrance is wheelchair accessible. His coworkers
Ehireme Omoaka and Brie-Morgan Appleton have agreed to make sure Bruno has been
able to evacuate the building before evacuating themselves.
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Appendix D: Emergency contact list (fire service, building security, internal leads)

Emergency Services (Fire/Police/Ambulance): 999
Lambeth Fire Station: 020 8555 1200
Camelford House Front Desk: +44(0) 20 3727 7985
On Site Building Manager: Paul Phoenix, Manager T: 0203 727 7987, M: 07890899778
Property Management Team:
o David Jackson, Director, Commercial Property Management T: 0207 877 4633 M:
07972 000 236
o Darren Knox, Regional Facilities Manager, Commercial Property Management, M:
07870 152534
Responsible Person / Fire Safety Manager: Emmeline Holwell 07578999161
Lead Fire Warden: Emmeline Holwell 07578999161
Deputy Fire Wardens: Joanna Green 07450225606
First Aiders: Emmeline Holwell 07578999161, John Martin 07974381484
Building Address: Camelford House, 89 Albert Embankment, London, SE1 7TP
Assembly Point Location: Peninsula Heights
Nearest Hospital (A&E): St Thomas' Hospital (Westminster Bridge Rd, SE1 7EH) and Guy's
Hospital (Great Maze Pond, SE1 9RT - Note: Guy's is generally Urgent Care, St Thomas' is
full A&E), or King's College Hospital (Denmark Hill, SE5 9RS). For non-life-threatening
issues, call 111 or visit a local Urgent Treatment Centre.
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Evacuation Plan

¢ If you see a fire, sound the alarm, this is located next to the front doors. There are
fire alarms located just outside of the back doors as well.

e Fire Alarm tests happen at 9:30am on Fridays, if you hear an alarm at any other time,
evacuate immediately.

» Fire exits are located at the front and the rear of the building, these are clearly
labelled. Only the front fire exit, leading to the reception, is wheelchair accessible.

* There is an accessible exit in the rear of the building, but this can only be unlocked with

a keycard.
* The fire assembly point is Peninsula Heights, there is map below indicating the
location, all staff should familiarise themselves with where this is.

* Project Directors and office staff should ensure that all participants and guests are
evacuated before evacuating themselves. If someone refuses to leave the building,

inform the front desk and evacuate yourself.

* Project Directors and office staff should try to close all fire doors whilst evacuating, if this
delays evacuation, do not do it.

* Do not stop to collect any belongings when evacuating.

¢ Do not return to the building until authorised to do so.

* Do not use the lifts.

» A Water Mist Fire Extinguisher is located next to the front doors and a fire blanket is
located behind the hob in the kitchen.

* The Water Mist Fire Extinguisher can be used on solid materials, hot oils & fats and
electrical fires (as indicated on the extinguisher). do not use on gas fires or flammable

liguids. Do not use if you are not trained.
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