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Emergency Evacuation Procedure
West Smithfield Library

1. If you know there is a fire, leave the building, press the fire alarm call point, dial 999 when outside the building giving the fire brigade your address & building location, call QM Security on 020 7882 3333.
2. One fire marshal should go to the basement and tell users to exit via the fire exit on the right side of the PC room and also exit the building. 
3. The remaining fire marshal, or other member of staff, on the ground floor should tell users to exit via the main entrance, and then also exit the building. 
4. Tell users in the upstairs Gallery (shout or use a megaphone) to leave via either of the two staircases at each end of the Gallery leading to the ground floor and main entrance/exit.
5. If only one fire marshal is present, use the nearest call point, shout out ‘fire’ and leave the building using the nearest fire exit, guiding other users out at the same time. In the absence of a fire marshal another staff member can do this.
6. Go to the fire assembly point by taking the black double doors to the left of the entrance lobby, exiting the building, and veer left towards The Square.
7. For Mobility Impaired users on the Ground floor, a platform lift is available outside the library main door and staff will assist with operating the platform lift. The lift key is in the key box at the library main doors. 
8.  For Mobility Impaired users in the Basement Study Area, the door leading to the corridor will unlock during the fire alarm sounding. Anyone in this area should use the door to enter the corridor, then go across to the green door on the other side of the corridor, which will also be unlocked. Upon entering this area you are in the lift lobby of another building. Take the lift up to the ground floor to exit safely.  

For any other significant emergency, call 0203 465 6841 for Barts Security, or 020 7882 3333 for QM Security. 

Background Information

There are 4 emergency fire exits: 1 in the Main library entrance, and 3 in the Basement. One door leading to the basement lift has 'break this glass' to use if the door hasn't unlocked, the second has no break glass but is set to unlock by default. 
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