GLOUCESTER QUAYS FIRE MANAGEMENT

FIRE ALARM ACTIVATION AND EVACUATION PROCEDURES
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Introduction

To comply with the Fire Safety Order and the Fire Safety
Strategy for Gloucester Quays, a Fire Management System

has been developed to identify the responsibilities of designated
staff in the event of a fire alarm activation and subsequent
evacuation of a fire zone within the centre.

An integrated Fire & Life Safety Operating system comprising of
various components has been incorporated in the construction
of the Centre.

The Centre Management Team provides on-going management
and monitoring of the day to day operations of the Centre as it
forms a fundamental element of the Fire & Life Safety
Management System.

The Centre is managed on a 24 hour basis. A structured
landlord and tenant policy has been implemented with defined
responsibilities and regular monitoring by the Centre
Management Team to achieve and maintain a coherent Fire &
Life Safety Management System. A dedicated Duty Manager will
be nominated on a daily basis and will be responsible for the co-
ordination of an evacuation of a zone within the centre.

The integrated Fire & Life Safety philosophy allows the Centre to
trade in a manner that permits a controlled evacuation of the
staff and public in the event of a fire and allows the Fire
Brigade to fight and control any fire in a safe manner. The
aspects of the design and systems which are required to
operate in a complementary manner comprise of:

e Fire Risk Assessments.

e The installation of Fire suppression systems.

e Smoke ventilation systems to maintain safe escape
routes for staff and the public.

e Adequate means of escape routes to safe areas.
e Fire compartmentalisation.
¢ Automatic detection and alarm systems.

e \oice evacuation systems.
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e Zonal control on evacuation for the public.

e A safe servicing policy by the retailers that is monitored
by the Centre Management Team.

e Fire Training and Practice Evacuations

1.6  The Centre Management Team will ensure that all regular tests
and maintenance of all systems will be undertaken and will
demand the same of all tenants. This will be regularly
monitored.

1.7  The fire risks within the building will be monitored and in
particular a strict management policy for the protection of retail
units that are being moved, fitted out or re-furbished, including
the installation of fire rated hoarding to the front elevation of the
unit will be enforced.

1.8 Delivery and service traffic personnel and vehicles will be kept
separate from the public. Storage of materials will not be
permitted within the service corridors and the use of the
corridors for the distribution of stock will be closely monitored.
Tenants will be required to take stock and products immediately
into the retail unit and this operation will be closely monitored.
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2.0 Fire Alarm Activation Procedure - Non Evacuation

21 Control Room

1. When the fire alarm panel activates radio silence must be
called.

2. Identify the location of the activation, acknowledge receipt of

the alarm on the fire Panel and send the nearest
available security officer to investigate.

3. Silence, but do not reset the fire alarm panel.

4. Monitor the area of the activation using the CCTV.

5. Instruct the car park staff to close the car park barriers.

6. Prevent all delivery vehicles from entering and exiting the

service areas and disable the dock loaders.

7. If Duty Manager indicates that the activation is a false
alarm the fire panel must be reset.

8. Sound the ‘All Clear ‘message when instructed by the
Duty Manager.

9. Instruct staff to resume radio transmissions.
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2.2 Security Officers

1. Once the control room has identified the location of the
activation, all available security officers will respond to
the area of the activation.

2. Enter the unit or location and confirm the activation as
being either a false alarm or a fire.

3. Inform the Duty Manager that the activation is a false
alarm.
4. Inform the unit fire marshal that the activation is a false

alarm and reset the unit fire panel.

5. Wait for the control room to reset the main fire panel and
for the all clear message to be announced.

6. Once the all clear message has been announced reset
curtains, smoke vents and fire doors and return to the
control room for a debriefing from the security manager.

2.3 Cleaning/Maintenance/Car Park Staff

1. When the control room announces radio silence, stay off the
radio, wait for further instructions and put on your fire
marshal vest.

2. Once the location of the activation has been identified by
the control room, staff will take up position near the
incident and prepare to form a perimeter.

3. Car park staff assumes standby positions at the entrance
to the car park on the 18t Floor.

4, When the investigating security officer confirms the
activation to be a false alarm, wait for the all clear
message to be transmitted and assist security to reset the
smoke curtains, smoke vents and fire doors.

5. Return to the control room for a debriefing from the
security manager.
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2.4 Centre Duty Manager

1. When the control room announces radio silence, stay off the
radio, wait for further instructions and put on your fire
marshal vest.

2. Once the location of the activation has been identified by
the control room, take up position near the incident and
prepare to form a perimeter and evacuate.

3. When the investigating security officer confirms the
activation to be a false alarm, the Duty Manager will
instruct the all clear message to be transmitted and return
to the control room for the debriefing.

2.5 Unit Fire Marshal’s

1. The designated fire marshal must put on the fire marshal
vest, collect the evacuation dot and stand by the front
door of the store when the fire alarm sounds.

2. If the fire alarm signal received inside the unit is a
constant alarm the alarm has initiated inside the unit and
the fire marshal should evacuate all staff and customers
out of the unit and onto the mall immediately.

3. If the fire alarm signal received is intermittent the
alarm is an alert alarm and the fire marshal must take up
a stand by position at the front door of the unit.

4. The fire marshal is to remain in position unless the
evacuation message is heard or the marshal is instructed
to evacuate the store by a member of the security team.

5. At the end of the alarm activation investigation the all
clear message will be sounded through the public
address system and the fire marshal can then return to
their normal duties.
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2.6 Service Area Evacuation Controller

1. When the control announces radio silence, stay off the radio, put
on your fire marshal vest and proceed to the designated
assembly point in one of the service areas.

2. Prepare to receive staff and customers at the assembly point.

3. When the investigating security officer confirms the activation to
be a false alarm, wait for the all clear message to be transmitted
and return to the control room for a debriefing from the security

manager.
2.7 Fire Assembly Point Controller
1. When the control announces radio silence, stay off the radio, put

on your fire marshal vest and proceed to the designated
assembly point at either the Peel Car Park in front of the retail
park or the square in the British Waterways Car Park.

2. Prepare to receive staff and customers at the assembly point.

3. When the investigating security officer confirms the activation to
be a false alarm, wait for the all clear message to be transmitted
and return to the control room for a debriefing from the security
manager.

Version 3 — Reviewed 31/03/12 6



GLOUCESTER QUAYS FIRE MANAGEMENT
FIRE ALARM ACTIVATION AND EVACUATION PROCEDURES

3.0 Fire Alarm Activation - Fire Zone Evacuation

3.1 Control Room

1. Complete steps 1 to 6 of the procedure for a fire activation non
evacuation.

2. When the duty manager informs the control room that the

fire alarm activation is as a result of a fire and an

evacuation will take place, call the fire brigade

immediately and request an ambulance if casualties

have been reported. Initiate a second call point to activate the
evacuation message.

3. Ensure that the CCTV system is recording on live time
and continue to monitor the incident using the cameras.

4. The sequence of events must be recorded in the daily
occurrence book.

5. The controller will assist the Duty Manager to co-ordinate
all events and personnel attending the incident including
the emergency services when they arrive on site.

6. When the incident is over and the Duty Manager has
given the all clear, complete steps 8 and 9 of the fire
alarm activation — non evacuation procedure.

7. Staff will be collected from the assembly points, enter the
cordoned area, pick up the evacuation dot and prepare to
trade.

8. Customers will only be allowed back into the evacuated

area once all unit staff has returned to the store.
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3.2 Security Officers

1. Complete steps 1 and 2 of the procedure for a fire alarm
activation non evacuation.

2. If on investigation it is apparent that the activation is as a
result of a fire, evacuate the immediate area either side of
the activation and inform the Duty Manager.

3. If it is safe to do so and providing the fire is not large, the
security officers at the incident may choose to contain the
fire using the correct portable fire fighting appliance.

4. The duty manager will instruct the security officers to
obtain the equipment required for the evacuation of the
zone from the emergency evacuation boxes.

5. Unit fire marshals will be instructed to evacuate units by
either word of mouth, using the loud hailers, or by the
evacuation message that is broadcasted over the voice alarm
system.

6. Unit fire marshals are responsible for searching the unit,
evacuating staff and customers outside of the unit and
taking staff to the designated fire assembly point.

7. Unit fire marshals will place the evacuation dot in the
entrance to their unit to notify that the unit has been
evacuated of all staff and customers.

8. Once the public and staff are on the malls and outside the
unit it is the responsibility of designated members from
the security, cleaning, car parking, maintenance and
management team to ensure that customers and staff exit
the building by the nearest available exit.

9. The evacuation of a zone will take place from either side
of the incident and systematically move down the zone
until the end of the zone is reached. Strategically placed
wall mounted Tensile Barriers will be pulled across the
mall to ensure that no one enters the area that has
just been cleared.

10. When the zone is evacuated and the end of the

zone is reached, a manned cordon is then put into place
until the end of the incident.
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11. The Duty Manager must be informed once the end of a
zone has been cordoned.

12. Security officers manning the cordons will be relieved by
cleaning staff and used to clear areas such as service
corridors, to assist at the assembly points in the service
areas or the evacuation of people with special needs from
the disabled refuge points.

13. The evacuation of certain zones may require adjacent
buildings outside of, but opposite the evacuated zone, to
be evacuated. The evacuation of any such unit or area
will be instructed by the Duty Manager.

14. At the end of the incident, once the fire officer in charge
has given the all clear, the Duty Manager will instruct
security to allow evacuated staff to enter the cordoned
area, pick up the evacuation dots and prepare to
trade. When all staff has returned to their unit, the cordon
will be dropped, and members of the public will be
allowed back into the evacuated area.

15. When the incident is over and the Duty Manager has

given the all clear, complete steps 5 and 6 of the fire
alarm activation — non evacuation procedure.
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3.3 Cleaning/Maintenance/Car Park Staff

1. Complete steps 1 to 3 of the procedure for a fire alarm
activation non evacuation.

2. If on investigation it is apparent that the activation is as a
result of fire, security will evacuate the immediate area
either side of the activation and inform the Duty Manager.

3. Unit fire marshals will be instructed to evacuate units by
either word of mouth, using the loud hailers, or by the
evacuation message that is broadcasted over the voice alarm
system.

4. Unit fire marshals are responsible for searching the unit,
evacuating staff and customers outside of the unit and
taking staff to the designated fire assembly point.

5. Unit fire marshals will place the evacuation dot in the
entrance to their unit to notify that the unit has been
evacuated of all staff and customers.

6. Once the public and staff are on the malls and outside the
unit, members of the cleaning and maintenance team will
be designated by the Duty Manager to assist in the
evacuation of the zone to ensure that customers and staff
exit the building by the nearest available exit.

7. The evacuation of a zone will take place from either side
of the incident and systematically move down the zone
until the end of the zone is reached. Strategically placed
wall mounted Tensile Barriers will be pulled across the
mall to ensure that no one enters the area that has just
been cleared.

8. When the zone is evacuated and the end of the zone is
reached, a cordon is then put into place and manned by
the designated members of the cleaning team until the
end of the incident to ensure that staff or customers do
not enter the evacuated zone.

9. The Duty Manager must be informed once the end of a
zone has been cordoned.
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10. Two members of the cleaning team and two members of
the Car park team will complete a search of all toilet
areas and lock off toilets when the search is complete
and inform the Duty Manager. If during the search of the
toilets staff identify the need to evacuate people with
special needs the Duty Manager must be informed
immediately.

11. Once the toilet search has been completed the four
members from the cleaning and car park teams will then
each move to a separate disabled refuge point on the first
floor stairwell of each stair core.

12. A member of the Car Park team will remain at the
entrance/exit barrier on the first floor of the Car Park.

13. The evacuation of certain zones may require adjacent
buildings outside of, but opposite the evacuated zone, to
be evacuated. The evacuation of any such unit or area
will be instructed by the Duty Manager.

14. At the end of the incident, once the fire officer in charge
has given the all clear, the Duty Manager will instruct
security to allow evacuated staff to enter the cordoned
area, pick up the evacuation dots and prepare to
trade. When all staff has returned to their unit, the cordon
will be dropped, and members of the public will be
allowed back into the evacuated area.

15. When the incident is over and the Duty Manager has

given the all clear, complete steps 5 and 6 of the fire
alarm activation — non evacuation procedure.
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3.4 Centre Duty Manager

1. Complete steps 1 and 2 of the procedure for a fire alarm
activation non evacuation.

2. If on investigation it is apparent that the activation is as a
result of a fire, instruct security to evacuate the immediate
area either side of the activation.

3. The Duty Manager must inform the control room that the
fire alarm activation is as a result of a fire and an
evacuation will take place. Ensure that the fire brigade is
called immediately and request an ambulance if
casualties have been reported.

4. Ensure that the CCTV system is recording on live time
and continue to monitor the incident using the cameras.

5. The sequence of events must be recorded in the daily
occurrence book.

6. The controller will assist the Duty Manager to co-ordinate
all events and personnel attending the incident. The Duty
Manager must liaise with the fire officer in charge when
they arrive on site.

7. Instruct the security officers to obtain the equipment
required for the evacuation of the zone from the
emergency evacuation boxes.

8. Unit fire marshals will be instructed to evacuate units by
either word of mouth, using the loud hailers, or by the
evacuation message that is broadcasted over the voice alarm
system.

9. Unit fire marshals are responsible for searching the unit,
evacuating staff and customers outside of the unit and
taking staff to the designated fire assembly point.

10. Unit fire marshals will place the evacuation dot in the

entrance to their unit to notify that the unit has been
evacuated of all staff and customers.
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11. Once the public and staff are on the malls and outside the
unit it is the responsibility of designated members from
the security, cleaning, car parking, maintenance and
management team to ensure that customers and staff exit
the building by the nearest available exit.

12. Instruct members of the security team and cleaning team
to evacuate the zone from either side of the incident
and systematically move down the zone until the end of
the zone is reached. Strategically placed wall mounted
Tensile Barriers are to be pulled across the mall to
ensure that no one enters the area that has just been
cleared.

13. Ensure that once the zone is evacuated and the
end of the zone is reached, a manned cordon is then put
into place until the end of the incident.

14. Relieve any Security officers manning the cordons with
cleaning staff and use the security officers to clear areas
such as service corridors, to assist at the assembly points
in the service areas or the evacuation of people with
special needs from the disabled refuge points.

15. Designate two members of the cleaning team and two
members of the Car park team to complete a search of all
toilet areas and lock off toilets when the search is
complete. If during the search of the toilets staff identify
the need to evacuate people with special needs the Duty
Manager will be informed immediately.

16. Once the toilet search has been completed the four
members from the cleaning and car park teams will then
each move to a separate disabled refuge point on the first
floor stairwell of each stair core and will inform the Duty
Manager of their location.

17. Ensure that a member of the Car Park team remains at the
entrance/exit barrier on the first floor of the Car Park to
prevent the entry and exit of traffic to and from the car
park.

18. The evacuation of certain zones may require adjacent
buildings outside of, but opposite the evacuated zone, to
be evacuated. The controlled evacuation of any such unit
or area must be instructed by the Duty Manager.
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19. At the end of the incident, once the fire officer in charge
has given the all clear, the Duty Manager must instruct
security to allow evacuated staff to enter the cordoned
area, pick up the evacuation dots and prepare to trade.
When all staff has returned to their unit, the cordon will be
dropped, and members of the public will be allowed back
into the evacuated area.

3.5 Unit Fire Marshal’s

1. The designated unit fire marshal must put on the fire marshal
vest, collect the evacuation dot and stand by the front
door of the store when the fire alarm sounds.

2. If the fire alarm signal received inside the unit is a
constant alarm the alarm has initiated inside the unit and
the fire marshal should evacuate all staff and customers
out of the unit immediately.

3. Once the unit has been cleared of all staff and customers the
unit fire marshal must place the evacuation dot on the floor in
front of the front door of the unit to indicate that the unit has
been cleared.

4. If after evacuating the store the evacuation message is
being broadcasted in their fire zone over the voice alarm
system the fire marshal must take all staff to their designated
assembly point immediately as this indicates the whole zone is
in evacuation.

5. If after evacuating the store there is no evacuation message
being broadcasted in their fire zone over the voice alarm
system, the fire marshal must wait for either instructions from
security to evacuate or for the evacuation message to be
broadcasted before taking staff to the designated assembly
point.

6. At the end of the emergency, and only after the Duty Manager

has instructed so, the Unit Fire Marshals will take all staff back
to there unit.

7. Cordon controllers will allow staff back into the cordoned area.
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8. On arrival at the unit, the Fire Marshal must pick up the
evacuation dot indicating that staff has returned to the unit and
prepare to trade.

9. Once all staff has returned to their units the Duty Manager will
instruct cordon controllers to drop the cordon and allow
customers back into the evacuated zone.

3.6 Service Area Evacuation Controller

1. When the control room announces radio silence, stay off the
radio, put on your fire marshal vest and proceed to the
designated control point in one of the service areas.

2. On arrival in the service area ensure that the gates on the dock
loaders are closed and that the dock loaders are disabled.

3. When it has been confirmed that an evacuation will
take place confirm which zone is to be evacuated, prepare to
direct staff and customers at the control point in the service
area.

4. Unit Fire marshals from the evacuating zone will move through
the service area and on to their designated Assembly
Point.

5. Evacuation Controllers must direct all customers
that arrive at the Control Point to the exit points in the service
area.

6. Once the evacuation is complete, the Service Area Evacuation
Point Controller and members of staff from security
and cleaning teams must be prepared to lead any customers
from the service area to the Peel car park in front of the Retail
Park or the square in front of Pillar & Lucy House.

7. Service Area Evacuation Point Controllers must be prepared
to move disabled people from the service area to the retail park
car park. The Duty Manager must be informed if additional
members from the security and cleaning team are required.

8. At the end of the emergency the Duty Manager will instruct staff
to return to their units.

Version 3 — Reviewed 31/03/12 15



GLOUCESTER QUAYS FIRE MANAGEMENT
FIRE ALARM ACTIVATION AND EVACUATION PROCEDURES

9. When the Duty Manager instructs the Fire Assembly Point
Controller that all units have been re-occupied, the Fire
Assembly Point Controller will inform all customers that they can
return to the centre.

3.7 Fire Assembly Point Controller

1. When the control announces radio silence, stay off the radio, put
on your fire marshal vest and proceed to the designated
assembly point.

2. When it has been confirmed that an evacuation will
take place confirm which zone is to be evacuated, prepare to
receive staff and customers at the assembly point.

4. Unit Fire marshals from the evacuating zone will move through
the service area and on to their designated Assembly
Point.

5. Assembly Point Controllers must complete a roll call of all units

that arrive at the Assembly Point and inform the Duty Manager
once all staff have arrived at the Assembly Point.

6. At the end of the emergency the Duty Manager will instruct staff
to return to their units.

7. When the Duty Manager instructs the Fire Assembly Point
Controller that all units have been re-occupied, the Fire
Assembly Point Controller will inform all customers that they can
return to the centre.
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4.0 Service Areas - Fire Alarm Activation & Evacuation

1. A member of the security team will be situated in both Service
Areas until 9.30am co-ordinating deliveries to the centre.

2. The majority of deliveries will be complete by 9.30am, as stipulated
in the delivery strategy for the centre, and only a bare minimum of
vehicles will be in the service areas in the event of customers and
staff being evacuated via service corridors and into a service area.

3. Upon hearing the fire alarm the security officer in the both service
areas will ensure that deliveries cease immediately.

4. The steps already identified in the Fire Alarm Activation — Non
Evacuation will be followed by both the control room and the
members from the security team manning the service areas.

5. Dock loaders will be disabled, dock loader gates will be closed by
the operator, and trolleys with stock will remain still and away from
fire exits and fire routes.

6. Delivery drivers will wait in their vehicles and await further
instructions.
7. If the alarm is identified as a false alarm deliveries will resume after

the ‘all clear’ message has been broadcasted.

8. If an evacuation of the service area takes place the steps identified
in the Fire Alarm Activation — Evacuation will be followed.

9. Delivery drivers may be required to move their vehicles to allow
access for emergency vehicles.
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5.0 Means of Escape

1.

A co-ordinated means of escape has been developed to ensure that
staff and customers are removed from the building in the event of
an evacuation.

Primary escape routes for the public and staff are via the main
circulation mall and service corridors leading to service areas.
Additionally, each unit has a secondary escape route at the rear of
the unit, discharging either directly to external air or via a ‘protected’
escape corridor to a location of safety.

Service corridors utilised as protected mean of escape have widths
that include an allowance for servicing via that corridor, whilst
maintaining the necessary means of escape widths.

Service corridors used as secondary escape routes are sub divided
by smoke stop doors as necessary and are provide with CCTV
linked to the control room. Corridors provide exits direct to open air.
Once in the service corridors, customers and staff are moving away
from the location of the fire risk.

Corridors are properly signed to give clear directions for escape and
are monitored by CCTV; therefore the control room will rapidly
identify the location of any persons escaping and, if necessary, are
able to provide assistance from members of the security team.

6.0 Routine Housekeeping

1.

Refuse stores for tenants have been provided in the ground level
service corridors of Block Q and Block M & N. Refuse containers
will be replaced with empty containers daily and monitored
throughout the day to ensure that the fire risk is kept to a minimum.
Refuse stores have fire detectors and self closing fire doors have
been fitted to contain a fire.

Tenants are not permitted to place refuse of any kind in the service
corridors but must take refuse to refuse points in one of the two
service areas.

Refuse containers in service areas are emptied daily into metal
compactors. Compactors are emptied on a weekly basis.

Storage of stock and materials will not be permitted within the
service corridors that will be monitored by CCTV and patrols by
cleaning and security teams.
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5. Charging of cleaning machinery will be confined to a dedicated
recharging room in Service Area B.

6. Cleaning chemicals that are classed as flammable will not be
permitted in the centre.

7. Paint canisters will not be stored in the centre.

8. If diesel fuel is required for cleaning machinery it will be stored in
the relevant containers to the rear of the service area and a
procedure for the refuelling of machinery will be created.

7.0 Evacuation of people with special needs

1. Flat ramped access has been provided to enable wheelchair
users to reach a final exit or a refuge.

2. Protected refuges are provided within or immediately adjacent to
every protected escape stair in the form of a protected lobby. Each
refuge space has an area accessible to a wheelchair where a
wheelchair user can await assistance without obstructing the flow of
other people escaping.

3. Refuges are provided with an emergency voice communication
system that communicates with the main control room.

4. Nominated members of the Car Park and Cleaning teams will give
assistance to wheelchair users in the event of an evacuation, as
stated in the procedure for evacuation.

5. Evacuation chairs will be provided to evacuate wheelchair users
down stairwells in the event of an evacuation.

8.0 Evacuation of adjacent zones

1. Due to the proximity of various tenant units across narrow open
streets and the risk of fire spread via non fire-resisting facades, an
evacuation of units opposite the fire affected unit will need to take

place.

2. Pillar and Lucy will be evacuated if the fire origin is in unit 108a or
vice versa.

3. Unit 105b will be evacuated if the fire origin is in unit 106 or vice
versa.

Version 3 — Reviewed 31/03/12 19



GLOUCESTER QUAYS FIRE MANAGEMENT
FIRE ALARM ACTIVATION AND EVACUATION PROCEDURES

4. Units 104a, 104b, 105a, 105b and 106 will be evacuated if the fire
origin is in units 95, 96, 97, 98 and 102 or vice versa.

5. Units 73 — 82a and 99a will be evacuated if the fire origin is in units
66d — 71 or vice versa.

6. The evacuation technique used for these areas is exactly the same
as for the FOC.

7. The fire alarm in Units 73, 74, 75, 86, 87, 88, 89 & 90 will
immediately go into evacuation.
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