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Safety Announcement & Procedure for Events at Sacred Heart Parish Hall

This procedure and announcement are for every future u3a meeting at this hall

1. At the entrance, a Henley u3a committee member (or other adult helper) uses a clicker to count the total number of people arriving/present at the start of the event/talk. This number should be recorded, for use in case of an emergency.
	NOTE: for safety reasons, the maximum number of people                     	permitted in this hall is 100 seated/120 standing, so for                                	Henley u3a (seated events): a MAXIMUM of ONE HUNDRED. 

2. The last pair of full-length curtains in the hall are left open until after the safety announcement, and this corner area is left clear of chairs to ease an exit.

3. Before the talk, a committee member makes a brief safety announcement, in particular pointing out: 
· TWO FIRE EXITS: the main entrance door (for wheelchair users and others), and the glass door in the far corner; 
· the short walking route across grass (or round the building) to the car park; 
· the muster point at the far end of the car park, a pre-arranged safe spot where people must gather after leaving the building during an emergency.

4. The curtains are then drawn, covering the glass fire exit, and the talk begins. 
_______________________________________________________________________
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