FIRE/EMERGENCY EVACUATION PROCEDURES

· Check that you know the location of the fire alarm points, the fire exits, escape routes out of the building and the assembly points for every room that you are likely to be using.  

· Inform students at the start of every session being held in a new or different venue, and any contractors or visitors about the fire procedure, point out the fire alarm points, the fire exits from the room/s, the escape routes and assembly points.
· If there are people with disabilities in the group, seek advice from the Student Services and/or the HR Department about any additional arrangements that may be needed to ensure their safety in the event of a fire. 
· Check that you know the location of the nearest ‘evacuation point’ where a person who is unable to use the stairs can wait for assistance. 
· If you discover a fire, sound the nearest alarm. Only tackle a fire yourself, using a fire extinguisher, as a means of procuring an escape route.
· If the alarms sound in the building you are using, you must instruct the people in the room to leave the building and accompany them to the assembly point; this includes any visitors or contractors.
· Close off any gas supply, but do not spend time closing down computers or collecting personal belongings. If time permits, close any doors and windows on your route out of the building as this may help to limit the air supply to the fire.
· The alarms are linked to the security control room and reception. 
· Leave the building by walking quickly to the nearest fire exit, warning others on the way if they are not responding.
WHEN THE ALARM SOUNDS YOU MUST LEAVE THE BUILDING IMMEDIATELY EVEN IF YOU THINK THAT IT’S A FALSE ALARM. 
· Do not use the lifts. 
· Check that anyone with a disability has assistance in leaving but if a person is to remain in a refuge point, or if you notice that someone is missing ensure that you notify a member of the FacilitiesTeam at the assembly point. They will be clearly identifiable by means of a high visibility jacket; this person will be in contact with the Emergency Manager.
· Stay at the Assembly point until the ‘all clear’ is given to return, or other arrangements notified by the Emergency Manager.
DO NOT RE-ENTER THE BUILDINGS UNTIL YOU ARE ADVISED THAT IT IS SAFE TO DO SO.
· If you notice anything during your normal working day that might compromise fire safety, please report it immediately to the University Health & Safety Co-ordinator. Examples include; fire exit routes being blocked; fire doors being propped open; accumulations of waste paper; evidence of fire extinguishers being used; inaudibility of fire alarms in remote areas; vehicles blocking emergency access points and/or parking on double yellow lines; people smoking inside the buildings.  

