
Head Steward’s Evacuation Card - Theatre

Before the venue is opened to the public Head Stewards must check:

· the Emergency Exit doors are unobstructed and open freely
· obstructions are removed from the Emergency Exits and routes
· transit seats are in place (in the fire tunnel at doors a and b)
· wheelchair seats are in / out as required
· appropriate signage is displayed, if required

All Stewards must read the evacuation cards every time they work.  If a new Steward is working in the Theatre for the first time the Head Steward must give them a tour of the venue including the Emergency Exits and explain the emergency procedure for the venue.

When briefing Stewards and allocating them to Doors remember the following:
· It is your responsibility to ensure that they receive and read the relevant evacuation cards.  
· Make it as clear as possible during the briefing, who is doing what in the event of an emergency (including during performance get-ins and intervals) 

There is a five-minute delay on the fire alarm system to allow the Duty Manager or Operations Assistant time to find out whether it is a false alarm or whether it is necessary to evacuate the building.  During an evacuation you must do the following:

When you hear the fire alarm message over the radio (The Benefactor is in the…), you must turn your radio to the Estates Channel (an open and monitored channel) and then make your way towards your venue – wait outside door a or b.

Keep listening to your radio and await further instructions.  Remember that at this point the DM and Operations Assistant may not know whether there is a real emergency or not.  If it is a false alarm the Duty Manager will cancel the alarm and you will stand down.  If it is an evacuation situation you will hear the Duty Manager say so on the radio, the sounders will be activated and you should begin to evacuate your venue.

If, however, the fire alarm goes off (the sounders) before you receive the benefactor call, or if the Duty Manager tells you to, then the building needs to be evacuated immediately.  While the Duty Manager is searching for the problem or evacuating other venues / areas, the Head Steward must go into the venue and stop the performance.  Once the technicians see you heading towards the front of the auditorium they will probably realise that there is a problem and will turn the House lights on (even if they don’t, carry on).  You must then inform the audience in a clear and calm manner, from the stage, or the front of the venue of the need to evacuate.  The following speech should be used:

“Ladies and Gentlemen may I have your attention please.  I am sorry to interrupt the performance. It has become necessary to evacuate the building immediately.  Please make your way to the nearest emergency exit where our stewards will assist you.”

Be aware that you may need to make the announcement more than once.
The Host Steward and Programme Seller should lead people out of the Emergency Exits at Doors c and d if possible.

At Doors a, b, c and d you must ensure that the Steward is standing with their back to the outer doors preventing anyone from entering the foyer, whilst encouraging people down the Emergency Exit stairs to the escape tunnel.

Patrons in wheelchairs must be informed that they will be escorted to the emergency exit after the main body of the audience has left the building.  This is done for their own safety and to allow the Duty Manager to decide the best means of escape for them.   The Stewards at doors a and b should tell the customers that they will come and wait with them after the rest of the audience has left the venue.
The Duty Manager will detail how to evacuate wheelchair patrons.  All wheelchair patrons will either be evacuated using the transit seats with the aid of the Head Steward and three Stewards on the doors. The Duty Manager / Operations Assistant will assist if possible. If it is not possible to evacuate using the transit seats, the customers will be taken to the wheelchair refuge on the Duty Managers advice. (End of the bar by Door a)
Once the flow of people has stopped, go back into the auditorium and check that everyone has left.  

When the venue is empty, make sure that the Stewards check the inner doors have closed before leaving the building via the nearest exit, closing the doors on the way out. They should stand on the main doors or the Emergency Exits and prevent people re-entering the building.

Once evacuated, customers should be taken to the grass area in front of Coventry House.  The road in front of the building must be kept clear for the arrival of the Emergency Services.

The Head Steward should contact the Duty Manager and let them know that their venue is clear. Then join the rest of the Stewards and customers, and await further instructions.  

The Head Steward may then be required to stand by a main door to stop people re-entering the building or may need to allocate a Steward to do this.
No one must re-enter the building until the Duty Manager gives the all-clear.
In certain unusual circumstances (power failure / flood / bomb threat) it may be necessary to carry out a controlled evacuation. Listen carefully to your radio as this is when the Duty Manager will detail the evacuation. You also need to remind stewards in your briefing to listen carefully to your announcement.
“Ladies and gentleman, due to a power failure / flood it has become necessary to evacuate the venue immediately. Please wait for the stewards to escort you out of the venue. We will be evacuating row by row. Thank you for your co-operation.”

In this situation we will evacuate row by row and you need to oversee and co-ordinate the stewards who will need to lead people in their area out one row at a time, directing them to their nearest exit with their torches. In this situation, the theatre audience will be led out through the main doors by Rise.
If we had a bomb threat we would not discuss this over radio. The Duty Manager would radio all heads and ask them to come to a particular location immediately. You will receive a thorough briefing there. If you ever find a suspect package / abandoned bag or hear anything suspicious whilst on duty, report it to the Duty Manager immediately. Do not attempt to move or open packages or approach anyone you think may be acting suspiciously. Go straight to the DM. Do not use your radio near the package as this could disturb the bomb.
Transit Seats: 3 in each tunnel at doors a & b

Nearest break glass point: to the right of the sofas in the upper bar
Nearest fire extinguisher (Water): to the right of the sofas in the upper bar or by door b
