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Main JR and the West Wing

What to Do If You Discover a Fire
Any person discovering a fire or suspecting a fire must:
· Raise the alarm at once by breaking the glass of the nearest fire alarm call point. 
· Contact the switchboard (Dial 4444) and inform them that there is a fire and give its location ONLY if safe to do so.

· Do not risk your life or that of others in attempting to tackle a fire. Only tackle a fire if you have been fully trained to do so and the fire is still relatively small is size. Always ensure that the alarm has been sounded before tackling the fire.
· Close all doors and windows if safe to do so.

· Move to an area of safety - i.e. evacuate vertically or horizontally to area where alarm is sounding intermittent (normally the floor below). Fire designated fire route marked by fire exit signs.
In the 'originating zone' a continuous alarm will sound.
In adjacent zones an intermittent alarm will be heard.
Action to be taken:
On hearing an intermittent Fire Alarm 
· Close all doors.
· Prepare for evacuation.
On hearing a continuous Fire Alarm
· Close all doors and windows if safe to do so.
· Always walk - running may create panic. Follow Fire exit signs to nearest fire exit (the stair wells at the end of each floor). 

. DO NOT USE LIFTS!
· Proceed to next zone with intermittent alarms (normally the floor below)
· Remain here further instructions are given.
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