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Fire Safety

· The fire alarm system is tested on the first ?????? of every month at ??:??am.

· The fire assembly point is ??????? (your company host will show you where this is).

· If you discover a fire raise the alarm immediately on (?????) ??????. You will have to dial ???????? from an internal land line to get to an external line. 

· Do not attempt to fight the fire unless you are confident in doing so and fully trained in the use of extinguishers. Do not risk your own safety to fight a fire!  

· Company Evacuation Stewards will ensure the building has been fully evacuated. They will be wearing orange vests. Incident Controllers will be in green vests. If you are not with your host please follow their instructions.  

First Aid

· If you require first aid for any reason make your company host aware in the first instance.

· If you are not with your host find the nearest employee and make them aware and they will summons a first aider on your behalf. 
· If you are isolated phone (?????) ??????. You will have to dial ??????? from an internal land line to get to an external line. (This number can also be used to request an ambulance). 

· If after following all of the measures above you still haven’t been able to contact a first aider then return to reception and they will summons a first aider on your behalf. 

· Please ensure where possible an accident form has been filled out before you leave the premises. 

Factory Safety

· All gangways are indicated with red floor paint. You must remain on the gangways unless otherwise directed by your host or entering an office environment. 

· Sensible closed toe footwear is to be worn at all times whilst in the factory. Safety shoes may be required dependant on your location. You should be made aware of this requirement by your host prior to your visit. 
· There are numerous mandatory P.P.E areas in the factory and these are indicated by appropriate signs and you will also be prompted by your host when entering these areas. 

· To exit any of the swipe card activated doors there is a release button which must be pressed first to open the door. These are located next to the doors. 

· If you require any additional P.P.E please see your host or the H.S.E Engineer. 

· There are numerous walkways marked around the outside areas of the factory, these must be used wherever possible. 

Office Safety

· If you are bringing electrical equipment into the premises please ensure it has been suitably inspected and tested to ensure its safety.
· All electrical equipment should be given a visual inspection prior to use. Do not use any equipment you suspect is faulty and report this to your host. 
· Your host will make you aware of the nearest fire exit to your location. 
· Your host should be familiar with any heating or air conditioning controls in your location. 
· Thank you for taking the time to read this document. Please ensure you collect a visitors pass from reception before meeting your host. We hope you enjoy your time at ??????????. 
