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1. INTRODUCTION

The Health and Safety Policy of Learning and Information Services is detailed in the document "Health and Safety Policy Statement".  This reference document supports the policy statement by detailing arrangements that apply to particular areas of work and by listing specific procedures.

2. ARRANGEMENTS FOR SPECIFIC AREAS OF WORK

2.1
The general rules for the Division set out in the Policy Statement shall apply to all areas of work.  In the Appendices is a list of publications relevant to all areas of the Division and a list of current University Health and Safety documents.

2.2 Copies of the detailed arrangements and rules specific to areas are kept in the Division offices and in the areas concerned.  It is the duty of any member of staff who wishes to work in specialist areas to familiarise themselves with the appropriate documentation.

2.3 Learning Centres

2.3.1 Work equipment in the Learning Centres is as follows: computer terminals, personal computers, printers, photocopiers, guillotines, card laminators, spiral binding machines, spine labelling machines, Kurzweil machine, video playback machines, and microform readers/printers.  Also, other electrical equipment as shown in the portable appliance inventory.

2.3.2 Shelving - all staff should take care to note the stability and safety of shelving.  Any defects should be reported to the line manager.  When moving stock, care should be taken to ensure that shelving is stable, correctly erected, and suitable for the weight and size of the stock.

2.3.3 Trolleys - any defect to the wheels and mobility of trolleys should be reported without delay to the line manager, so that repairs may be arranged.

2.3.4 Lighting - reference may be made to:

CIBS Lighting Guide - Libraries

Published by the Chartered Institute of Building Services

(Available from the City Campus Learning Centre - ISBN - 0 - 900953-25-X)

2.3.5 Eating and drinking in the Learning Centres is not allowed and offenders should be asked to put the refreshments away or to leave.

2.3.6 All magnetic media should be returned to their containers and correct location as soon as possible after use.

2.3.7 Cables must be kept neatly and safely out of the way.

2.3.8 Any visitor to the Machine Rooms should be made aware of the fire detection equipment and never be left unattended.

2.4 Electrical Maintenance Workshops

Please refer to:

Learning Technology Services: Policies and Procedures, Arrangements for Specific Areas of Work

Safety in Loans and Studio Maintenance Workshops incorporating:

Radio, Electrical and Television Retailers Association (RETRA)

Safety in Electrical Testing (Wiring diagram 4 refers)

2.5 Television Studios

Please refer to:

Learning Technology Services: Policies and Procedures, Arrangements for Specific Areas of Work

Television Studios

Location Recordings

Code of Practice for Freelance Personnel

2.6 Photographic Darkroom

Please refer to:

Kodak Limited

Photographic Chemicals Safety J-931 (H)

The Prevention of Contact Dermatitis in Photographic Work J-4S (H)

Photolab Design for Professionals ISBN 0-87985-659-9

2.7 Reprographics

Please refer to:

Xerox Operator Manual 5790

Xerox Operator Manual 5091

Xerox Operator Manual 6135

Xerox Operator Manual DC40

2.8 Office Safety

Compared to the typical factory or workshop, the average office is a relatively safe place.  Although office work has traditionally been regarded as a low-risk activity, there are still numerous accidents caused by poor standards in offices.  See Appendix 8 for simple, common sense rules that can help reduce incidents within the office.

2.9 Telecommunications

2.9.1 Staff should take care to avoid possible damage to sight from lasers as a result of looking down single mode, fibre optic cable.

2.9.2 Staff should take care when working with fibre, particularly with regard to disposal.  Strip cores can become embedded in skin.

2.9.3 Staff must take care with the batteries for PABXs. Possible issues are:

· Gases can be toxic and flammable (no smoking)

· Avoid contact with jewellery

· Beware of potential high DC voltage

· Disposal must take place in an appropriate manner

2.9.4 Care should be taken when working on the water tower.  It is suggested that no fewer than two staff should attempt jobs in this area at any one time.

2.9.5 When unlocking electrical risers for external contractors please make enquiries to ensure that they are "qualified" to work in these areas.  Additionally internal staff may require training to allow them to work within electrical risers.

3. INSPECTIONS

3.1
Inspections for Risk Analysis will be carried out by individuals representing the Heads of Department responsible for a particular area.  The purpose of the inspection/assessment is to both identify risk and to help in the determination of future policy, practice, procedures and standards relating to safe working. 

3.2 Inspections of each area for Health and Safety purposes will be visual inspections of each site by the area H and S Co-ordinator and shall be based on the Monthly and Annual Checklists shown in Appendix 4.  A report will be made to the Division Health and Safety Advisory Group and these area reports will be consolidated into a Divisional report to the University Health and Safety Officer. 

4. DEALING WITH ACCIDENTS AND EMERGENCIES

4.1
Emergency Evacuation

4.1.1
The Division will work to the general policies of the Institution set out in the document “Fire Regulations and Procedures” (see Appendix 9).  The Division will ensure that suitable evacuation notices are displayed in all its devolved accommodation.  Display of up-to-date fire notices will be monitored during safety inspections at least annually.

4.1.2 It is the responsibility of designated staff when a fire alarm sounds to make sure that all the students vacate the building at once, using the nearest emergency staircase and exit.  This will be detailed as an addendum to the Area Health and Safety Fact Sheet (see Appendix 5).

4.1.3 Assembly points will differ depending on the building in which staff are located or where they are working.  All staff should check where the assembly points are.  These will be detailed as an addendum to the Area Health and Safety Fact Sheet (see Appendix 5).

4.1.4 On vacating the building, it is extremely important to move as far as possible and to encourage other staff and students to do the same: congregation around the exits make it impossible for others to get out.

4.1.5 All staff should know the locations of the nearest fire blankets, hoses and extinguishers and how to use them, how to raise the alarm, and the location of all emergency exits.

4.1.6 Fire extinguishers will be checked during safety audits to ensure that they have been recently inspected.

4.2 Accidents and Incidents

4.2.1 The Division will work to the University procedures set out in the document "The reporting of accident, injuries and dangerous occurrences" kept with each accident book, and to “The Code of Practice on First Aid” (see Appendix 7).

4.2.2 All accidents should be reported in the accident books kept at strategic locations throughout the Division (see Appendix 5).  Under certain circumstances, it is also necessary to fill in form HS1: Notice of Injury/Incident, and send it to the Human Resources Division.  These forms and the information about when they should be used, are to be found with each accident book.

4.2.3 Sometimes incidents occur which do not result in injury, but could potentially have caused serious injury or loss of life ("near misses").  Such incidents should also be recorded and reported on Form HS1.

4.2.4 The Division will actively encourage the training of staff in first aid, and will endeavour to provide a trained first aider or "appointed person" in every work area at all times when these areas are in use.  "Appointed persons" have undergone a minimum of one half-day's training in first aid.

4.2.5 A list of current first aiders will be detailed on the appropriate Area Health and Safety Fact Sheet (see Appendix 5).

APPENDIX 1

PEOPLE WITH SPECIFIC HEALTH AND SAFETY RESPONSIBILITIES

The Director of Learning and Information Services is required to take responsibility at Divisional level for safety measures generally and therefore ensure the employer’s responsibility for compliance with the University’s Health and Safety policy, within the area of control.

Health and Safety functions will be delegated as follows:

Learning Support Services

Overall responsibility: Philip Payne, Head of LSS

Computing Services

Overall responsibility: Paul Lavigueur, Deputy Director, LIS

Learning Technology Services

Overall responsibility: Thérèse Walker, Head of LTS

Area Health and Safety Co-ordinators

These will be nominated by Heads of Department for each physically separate area.  All staff working in that area must know who their Area H & S Co-ordinator is.

Each Head of Department will nominate one of these Area Co-ordinators as the Service Co-ordinator.

Currently, these Service Co-ordinators are:

Computing Services: Gerald Lovett

Learning Support Services:  Jo Norry

Learning Technology Services:  John Lynch

APPENDIX 2

RESPONSIBILITIES OF AREA HEALTH AND SAFETY CO-ORDINATORS

· To maintain Area Health and Safety Information sheet (see below).

· To monitor regularly the condition of premises and equipment and notify the Service Co-ordinator and line management of failings and any hazards.

· Evacuation procedures: to conduct regular audits of notices and exits, and supervise Fire Drill procedures (see Appendix 4).

· Updating of COSHH – to fill in Completion of Assessment form.

· To monitor compliance with the Code of Practice on Display Screen Equipment (1992).

· To monitor replacement of ozone filters on laser printers and photocopying machines.

· Inspections: nominated Health and Safety Co-ordinators shall be appointed by the Director of Division to carry out monthly and annual inspections of their or other areas of the Division.

· To complete the checklists (see Appendix 4).

· To report any non-compliance of identified health and safety problems to the Service Co-ordinator and to the Head of Department.

ADDITIONAL RESPONSIBILITIES OF SERVICE CO-ORDINATORS

· To discuss health and safety issues raised by the Area Co-ordinators with the Head of Department.

· To present a report to the Health and Safety Advisory Group on current compliance with the policy, on any reported accidents or incidents, and on any outstanding issues.

· To co-ordinate health and safety awareness publicity across the service.

· To co-ordinate the annual inspections and completion of checklists by the Area Co-ordinators.

· To liaise with the University Health and Safety Officer on new regulations and guidelines and ensure that all relevant service staff are made aware of such information.

· To check, annually, the Health and Safety Policy Statement to identify required revisions.

· To advise the Director of Division on Health and Safety training for Division staff.

APPENDIX 3

KEY HEALTH AND SAFETY INFORMATION FOR SPECIFIC AREAS OF WORK

Specific areas of work for which an Area Co-ordinator is appointed are:

Calverley Street CS Offices, Workrooms and Machine Rooms on C2, C6 and C7

Beckett Park CS Facilities, Workrooms and Machine Rooms, T620, 40b etc

Network Distribution Rooms/Cupboards (City Site and Beckett Park)

City Campus Learning Centre

Video Edit Suite

AV Playback Facilities

City Campus LIS Offices on C5

Beckett Park Learning Centre

Floors G – 1

Floor 2 including Language Labs

Video Edit Suite and AV Playback Facilities

Loans Workshop, Off-Air Recording, Video and Audio Studios, Tutorial Rooms

JGG13 to JGG17 and JGB02, JGB03, JGB04a, JGB05

James Graham Building, Beckett Park

Lecture Theatre Projection Rooms

Media Services Loans Counter in Learning Centre

Tutorial Room – Workshop

G108C and H220, Calverley Street

LTS Offices H211

Photographic Darkroom H219/H217

Graphic Areas H209/H211

Self-Access Editing Room, Main Studio and Gallery

H Building, Calverley Street

Reprographics Print Room, AG01, Calverley Street

Reprographics Print Room, JGG13, Beckett Park 

For each of the preceding areas, the Area Co-ordinator will maintain an Area Health Fact Sheet (see Appendix 5) giving a record of:

· the designated 'safe haven';

· the nearest first aid points and first aiders;

· the location of the appropriate Accident Book and the source of Forms HS1;

· health and safety documentation relevant to the particular area;

· emergency contact numbers

and to which will be appended an evacuation procedure to be followed in the event of fire alarm or other emergency (with particular reference to aiding students and staff with disabilities, and dealing with electrical equipment).

APPENDIX 4


MONTHLY CHECK LIST FOR SAFETY INSPECTIONS
This checklist must be completed and initialled, by each Area Health & Safety Co-ordinator (or a substitute appointed in case of absence).   Only the first aid box check must be carried out monthly. Other checks are to be carried out on an intermittent basis (with a suggested maximum 6 month interval) and recorded as they are carried out.

First Aid Box Checked
PRIVATE 
DATE
JAN
FEB
MAR
APR
MAY
JUNE

 INITIALS







PRIVATE 
DATE
JULY
AUG
SEPT
OCT
NOV
DEC

 INITIALS







Fire Drills Undertaken
PRIVATE 
DATE







 INITIALS







Evacuation Notices and Fire


    Fire Extinguishers Inspected
Exits Inspected

PRIVATE 
DATE


DATE



INITIALS


INITIALS



ANNUAL CHECK LIST FOR SAFETY INSPECTIONS

Annual Site Inspection
PRIVATE 
 DATE


 INITIALS


Annual COSSH Inspection 
PRIVATE 
 DATE


 INITIALS


Annual VDU Inspection
PRIVATE 
 DATE


 INITIALS


Health & Safety Fact Sheet checked and updated
PRIVATE 
 DATE


 INITIALS


APPENDIX 5

COMPUTING SERVICES OFFICES

FLOORS 2, 6 & 7, C BUILDING, CALVERLEY STREET

Evacuation Procedures

The following are instructions which should be carried out IMMEDIATELY when a fire alarm sounds.

1. Make sure that any visitors leave by the nearest available fire exit - eg the staircase in between C and D Buildings, and the staircase at the end of C Building adjacent to the goods lift.

2. All electrical equipment must be switched off using the master isolation switches in each room and all internal doors must be closed.

3. Any person confined to a wheelchair or otherwise incapacitated must be led to a designated safe haven and the emergency services informed of this as soon as possible.

4. All staff should then leave by the nearest available exit, and regardless of which exit they take, should meet at the barrier to the Calverley Street car park, well away from the building.

5. When security staff allow people back into the building, staff should return as quickly as possible in order to power up essential equipment and to enforce local security systems.

Qualified First Aid is available from:

Name
Location
Phone

Health Centre
H204
3390

Sandra Staniforth
C508
3839

Sue Allen
D207
3277

Julie Blythe
D602
5856

The nearest First Aid box is:

C717, ext 5939

C2 Corridor, ext 3427

The Accident Book and Forms HS1 are situated at:

Computing Services office, C717, ext 5939

The Health and Safety Co-ordinator for the area is:

Gerald Lovett, C210, ext 3071

List of documentation specific to this area:

Fire Regulations and Procedures

Code of Practice on First Aid

Control of Substances Hazardous to Health Regulations 1988


Approved Code of Practice


COSHH Assessments - Step by Step Guide


COSHH Assessments - Computing Services

Code of Practice on Electrical Safety: Portable Electrical Equipment

Accident Reporting Procedures

PROTEC Operating and Maintenance Manual (HALON System)

PROTEC Service Log Book

Location of documentation

Computing and Communications Office C717, ext 5939

(PROTEC documentation for C601 in C601)

Designated Safe Haven:

Portland Way staircase, C Building

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING AND INFORMATION SERVICES OFFICES

FLOOR 5 (Rooms 501 - 512), C BUILDING, CALVERLEY STREET

Evacuation Procedures

The following are instructions which should be carried out IMMEDIATELY when a fire alarm sounds.

1. All staff, students and visitors must leave by the nearest available fire exit - eg the staircase in between C and D Buildings, and the staircase at the end of C Building adjacent to the goods lift.

2. All internal doors should be closed if time permits.

3. Any person confined to a wheelchair or otherwise incapacitated must be led to a designated safe haven and the emergency services informed of this as soon as possible.

4. All staff should then leave by the nearest available exit, and regardless of which exit they take, should meet at the barrier to the Calverley Street car park, well away from the building.

Qualified First Aid is available from:

Name
Location
Phone

Health Centre
H204
3390

Sandra Staniforth
C508
3839

Sue Allen
D207
3277

Julie Blythe
D602
5856

The nearest First Aid box is:

Resources Management Office, C508

The Accident Book and Forms HS1 are situated at:

Resources Management Office, C508, ext 3841

(See Health & Safety Box File)

The Health and Safety Co-ordinator for the area is:

Susan Clarke, C508, ext 3841

List of documentation specific to this area:

Fire Regulations and Procedures

Code of Practice on First Aid

Control of Substances Hazardous to Health Regulations 1988


Approved Code of Practice


COSHH Assessments - Step by Step Guide


COSHH Assessments - Computing Services

Code of Practice on Electrical Safety: Portable Electrical Equipment

Accident Reporting Procedures

Health & Safety (Display Screen Equipment) Regulations, 1992 (and HSE Guidance)

Location of documentation

Resources Management Office, C508, ext 3841

Designated Safe Haven:

Portland Way staircase, C Building

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

CITY CAMPUS LEARNING CENTRE, LESLIE SILVER BUILDING

Evacuation Procedures

A.   IF YOU DISCOVER OR SUSPECT THERE IS A FIRE

a) 
Raise the alarm:
Break the glass at the nearest alarm point.

b) 
Report the details immediately: by telephone

INTERNAL EMERGENCY NUMBER 4444




The Fire Service will be called by the LMU operator

Outside switchboard hours -
Internal phones dial 9-999








External phones dial 999

c) 
Prevent the spread of fire: If circumstances permit by switching off gas and electrical appliances and closing windows and doors as you exit.

d) 
Tackle the fire if safe to do so: using the correct appliance.

At no time are you to take personal risks and you must leave the area should there be a danger of you being injured.

B.   WHEN A FIRE ALARM IS ACTIVATED
1. Where circumstances permit, turn off electrical and gas appliances.

2. Close all windows and doors as you exit.

3. Staff should encourage users to leave the building calmly and quickly, by the most direct safe route, directing them to fire exits if required.

4. Staff should remind users to use the nearest fire exit, i.e. not necessarily the way they came in, that they should not use the lifts, and should not delay leaving to finish work or collect their belongings.

5. Staff should assist those with difficulties if they are able. Any person confined to a wheel-chair, or otherwise incapacitated, who indicates a need for help, should be assisted by a member of staff to get to a designated Safe Haven, and the emergency services informed of this as soon as possible by the member of staff.

Such persons should be consulted about how they are assisted, and may have their own fire evacuation plan already drawn up. The safe havens are the areas adjacent to the landings in each fire escape.  If this area is threatened by fire, the individual should be moved onto the staircase and remain on the landing.

6. Staff should ask users to move away from the Leslie Silver Building, and move to the assembly point.

7. All staff should go to the assembly point, which is the H Building car park.  Please stand well away from the building, and do not block entrances or the internal access road, in order to avoid congestion for other people leaving the building, and to allow access by the emergency services.

DO NOT USE LIFTS.

DO NOT STOP TO COLLECT PERSONAL BELONGINGS.

DO NOT ATTEMPT TO RE-ENTER THE BUILDING UNTIL IT IS ANNOUNCED IT IS SAFE TO DO SO BY THE FIRE OFFICER.

8. When the security staff allow people back into the building, LIS staff should re-enter as quickly as possible to return to service points.
Qualified First Aid is available from:

Name
Location
Phone

Health Centre
H204
3390

Brian Bingley
Counter Services
5843

Derek Charlwood
LS314
3287

Deborah Dance
Counter Services, Ground Floor
5843

Susan Ellis
Counter Services
5843

Keith Hamilton
Information Desk
5957

Mike Hooper
Room 113
3497

Debbie Morris
LS314
3287

Susan Smith
Room 314
3287

The nearest First Aid boxes are situated at:

Learning Centre Counter, Ground Floor

LSG26 (Staff Room)

LS208 (Information Centre)

LS314 (Learning Advisers' Office)

The Accident Book and Forms HS1 are situated at:

Learning Centre Counter (Ground Floor)

The Health and Safety Co-ordinator for this area is:

Jo Norry, Deputy Learning Centre Manager, ext 3916

List of documentation specific to this area:

Fire Regulations and Procedures 1995 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Reporting of Accidents, Injuries and Dangerous Occurrences 1993 (LMU - see Accident Book)

Staff Guide to Student Services

Control of Substances Hazardous to Health Regulations 1988


Approved Code of Practice


COSHH Assessments - Step by Step Guide


COSHH Assessments - Computing Services

PROTEC Operating and Maintenance Manual (HALON System)

PROTEC Service Log Book

Location of documentation

Copies of University documentation are held behind the Learning Centre counter.

Designated Safe Haven:

Areas adjacent to the landings in each fire escape.

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

BECKETT PARK  LEARNING CENTRE, JAMES GRAHAM BUILDING

Evacuation Procedures

A.   IF YOU DISCOVER OR SUSPECT THERE IS A FIRE

a) 
Raise the alarm:
Break the glass at the nearest alarm point.

b) 
Report the details immediately: by telephone




INTERNAL EMERGENCY NUMBER 4444




The Fire Service will be called by the LMU operator

Outside switchboard hours -
Internal phones dial 9-999








External phones dial 999

c) 
Prevent the spread of fire: If circumstances permit by switching off gas and electrical appliances and closing windows and doors as you exit.  

d) 
Tackle the fire if safe to do so: using the correct appliance.

At no time are you to take personal risks and you must leave the area should there be a danger of your being injured

B.   WHEN A FIRE ALARM IS ACTIVATED
1. Where circumstances permit, turn off electrical and gas appliances

2. Close all windows and doors as you exit.

3. Staff should encourage users to leave the building calmly and quickly, by the most direct safe route, directing them to fire exits if required.

4. Staff should remind users to use the nearest fire exit, i.e. not necessarily the way they came in, that they should not use the lifts, and should not delay leaving to finish work or collect their belongings.

5. Staff should assist those with difficulties if they are able. Any person confined to a wheel-chair, or otherwise incapacitated, who indicates a need for help, should be assisted by a member of staff to get to a designated Safe Haven, and the emergency services informed of this as soon as possible by the member of staff. 

Such persons should be consulted about how they are assisted, and may have their own fire 

evacuation plan already drawn up. The safe havens are the landings in Stairway F (stairway in 

middle of the rear of the James Graham building). 

6. Staff should ask users to move away from the James Graham Building, and move to the assembly point.

7. All staff should go to the assembly point, which is on the Acre in front of the building.  Please stand well away from the building, and do not block entrances, in order to avoid congestion for other people leaving the building, and to allow access by the emergency services.

DO NOT USE THE LIFT.

DO NOT STOP TO COLLECT PERSONAL BELONGINGS.

DO NOT ATTEMPT TO RE-ENTER THE BUILDING UNTIL IT IS ANNOUNCED IT IS SAFE TO DO SO BY THE FIRE OFFICER.

8. When the security staff allow people back into the building, LIS staff should re-enter as quickly as possible to return to service points.

Qualified First Aid is available from:

Name
Location
Phone

Neil Carter
Information Desk
7467 (w/ends and Mon am)

David Breeze
JG125
5142

John Taylor
JG123
3501

Peter North
JG14
3521/7471

Darren Bachelor
Security
3165

Paul Hollowbread
Security
3165

Simon Gibson
Security
3165

Norman Davies
Security
3165

Health Centre
Rear Bronte
3185

The nearest First Aid boxes are situated at:

Learning Centre Counter (Ground Floor)

JG134 (Staff Room)

JG236a (IT Help Desk)

The Accident Book and Forms HS1 are situated at:

Learning Centre Counter (Ground Floor)

The Health and Safety Co-ordinator for this area is:

Marie Scopes, Deputy Learning Centre Manager, ext 3612

List of documentation specific to this area:

Fire Regulations and Procedures 1995 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Reporting of Accidents, Injuries and Dangerous Occurrences 1993 (LMU - see Accident Book)

Staff Guide to Student Services

Control of Substances Hazardous to Health Regulations 1988


Approved Code of Practice


COSHH Assessments - Step by Step Guide


COSHH Assessments - Computing Services

PROTEC Operating and Maintenance Manual (HALON System)

PROTEC Service Log Book

Location of documentation:

Copies of University documentation are held behind the Learning Centre counter.

Designated Safe Haven:

Stairway F (stairway in the middle of the rear of the James Graham Building)

If in difficulty, contact:

Reception 
3174

Security
3165

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

BECKETT PARK LEARNING CENTRE IT LABS

Evacuation Procedures

In the event of a fire being discovered or alarm being heard:

1. Help Desk personnel will clear people from the IT Labs, and direct them towards the fire exits and nearest staircases.

2. All internal doors must be closed.  All electrical equipment must be switched off using the emergency stop button in JG225a and trip switches situated in the corridor between JG205 and JG206, and between JG228 and JG229.

Electrical supply must not be powered off in the event of a known fire drill.

3. Any person confined to a wheelchair or otherwise incapacitated must be led to a designated Safe Haven by the Help Desk personnel and the emergency services informed of this as soon as possible.

4. All staff should then leave by the nearest available exit, and regardless of which exit they take, should meet on the Acre.

5. When the security staff allow people back into the building, please return as quickly as possible in order to power up essential equipment and to enforce local security systems.

Qualified First Aid is available from:

Name
Location
Phone

Neil Carter
Information Desk
7467 (w/ends and Mon am)

David Breeze
JG125
5142

John Taylor
JG123
3501

Peter North
JG13
3521/7471

Darren Bachelor
Security
3165

Paul Hollowbread
Security
3165

Simon Gibson
Security
3165

Norman Davies
Security
3165

Health Centre
Rear Bronte
3185

The nearest First Aid box is situated at:

IT Help Desk counter JG236a

The Accident Book and forms HS1 are situated at:

Learning Centre Counter (Ground Floor)

The Health and Safety Co-ordinator for this area is:

Marie Scopes, Deputy Learning Centre Manager, ext 3612

List of documentation specific to this area:

Code of Practice on Electrical Safety - Portable Electrical Equipment

Accident Reporting Procedures (22/2/90)

Location of documentation:

Learning Centre Counter (Ground Floor)

Designated Safe Haven:

Stairway F - (stairway in the middle of the rear of the James Graham Building)

If in difficulty, contact:

Reception 
3174

Security
3165

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES WORKSHOP, OFF-AIR RECORDING, AND TUTORIAL ROOMS – JGG14 TO JGG17

JAMES GRAHAM BUILDING, BECKETT PARK

Evacuation Procedures

In the event of a fire being discovered or alarm being heard:

1. Members of staff will direct students and non-University staff from the Tutorial Rooms JGG16 and JGG17 to the nearest fire exit.

2. Members of staff in JGG14 will ensure that the emergency mains supply cut off breaker button located by the workshop exit door is actuated to isolate the main supply to the workbenches, secure the area, and leave by the nearest fire exit.

3. All staff and students and non-University staff should leave by the nearest available exit, and regardless of which exit is used should meet at the area at the rear of the James Graham Building.

Qualified First Aid is available from:

Name
Location
Phone

Peter North
JGG14
3521/7471

Health Centre
Behind Bronte Hall
3185

Joan Sheehan



      JGG14    


      3521

The Accident Book is situated at:

JGG15

The Nearest First Aid box is situated at:

Off-air recording/Loans workshop JGG14c

The Health and Safety Co-ordinator for this area is:

Paul Brow, JGG15, ext 7462

List of relevant Health and Safety Documentation

Fire Regulations and Procedures 1991 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Recording of Accidents, Injuries and Dangerous Occurrences 1993 (LMU) – see Accident Book

Learning Technology Services Policies and Procedures, arrangements for specific areas of working incorporating:

Radio, Television and Television Retailers Association (RETRA)


Safety in Electrical Testing (Wiring diagram 4 refers)

Learning Technology Services Policies and Procedures, arrangements for specific areas of work:

Television Studios

Location Recordings

Code of Practice for Freelance Personnel

Location of relevant Health and Safety documentation

Principal Technician’s Office, JGG15

Learning Technology Services Office, H211, City Campus

If in difficulty, contact:

Reception 
3174

Security
3165

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES VIDEO AND AUDIO STUDIOS

JGB02, JGB03, JGB04, JGB04a, JGB04b, JGB05

JAMES GRAHAM BUILDING, BECKETT PARK

Evacuation Procedures

In the event of a fire being discovered or alarm being heard:

1. The director, job co-ordinator or most senior technician will direct staff, students and non-University staff to the nearest available exit and check that all personnel are cleared from the studio and control room.

If circumstances permit, the technician will then ensure that any supplementary television lighting is turned off, that the recording is ceased and the control equipment isolated.

2. All staff should leave by the nearest available exit and regardless of which exit is used should meet at the rear of the James Graham Building.

3. The director, job co-ordinator or most senior technician will ensure that all members of the crew, students and non-University staff are assembled externally to the studio complex.  The absence of personnel will be reported IMMEDIATELY to the Senior Security Officer, appropriate Line Manager or Fire Chief if in attendance.

4. Any persons confined to a wheelchair or otherwise incapacitated must be led to a designated safe haven by a member of staff and the emergency services informed of this as soon as possible.

5. When security staff allow people back into the building please get back as quickly as you can to ensure safety of equipment.

Qualified First Aid is available from:

Name
Location
Phone

Peter North
JGG14
3521/7471

Health Centre
Behind Bronte Hall
3185

The Accident Book is situated at:

JGG15

The Nearest First Aid Box is situated at:

JGG14 Workshop

The Health and Safety Co-ordinator for this area is:

Paul Brow, JGG15, ext 7462

List of relevant Health and Safety documentation:

Fire Regulations and Procedures 1991 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Recording of Accident, Injuries and Dangerous Occurrences 1993 (LMU) – see Accident Book.

Learning Technology Services Policies and Procedures – arrangements for specific areas of work:

Television Studios

Location Recordings

Code of Practice for Freelance Personnel

Location of relevant Health and Safety Documentation:

Principal Technician’s Office, JGG15

Learning Technology Services Office, H211, City Campus

If in difficulty, contact:

Reception 
3174

Security
3165

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES OFFICES

H211, CALVERLEY STREET

Evacuation Procedures

In the event of a fire being discovered or alarm being heard:

All staff and students should vacate the building by the nearest available exit and regardless of which exit is used assemble at the paved area adjacent to H and G building, taking care not to obstruct the internal access road which may be used by the emergency services.

Qualified First Aid is available from:

Name
Location
Phone

Health Centre
H204
3390

Andrew Riley
G108 / LS113
3452 / 5489

Pat Cook
H310
3120

The nearest First Aid Box is situated at:

Learning Technology Services Office, H211

The Accident Book and Forms HS1 are situated at:

Learning Technology Services Office, H211

The Health and Safety Co-ordinator for this area is:

John Lynch, H214, ext 5965

List of documentation specific to this area:

Fire Regulations and Procedures 1997 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Reporting of Accidents, Injuries and Dangerous Occurrences 1993 (LMU – see Accident Book)

Location of Documentation

Learning Technology Services Office, H211

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES 

GRAPHICS WORKROOOM H212, GRAPHICS STUDIO H209

Evacuation Procedures

In the event of a fire being discovered or alarm being heard:

All staff and students should vacate the building by the nearest available exit and regardless of which exit is used assemble at the paved area adjacent to H and G building, taking care not to obstruct the internal access road which may be used by the emergency services.

Qualified First Aid is available from:

Name
Location
Phone

Health Centre
H204
3390

Andrew Riley
G108 / LS113
3452 / 5489

Pat Cook
H310
3120

The nearest First Aid Box is situated at:

Learning Technology Services Office, H211

The Accident Book and Forms HS1 are situated at:

Learning Technology Services Office, H211

The Health and Safety Co-ordinator for this area is:

Linda Martin, H209, ext 3933

List of documentation specific to this area:

Fire Regulations and Procedures 1997 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Reporting of Accidents, Injuries and Dangerous Occurrences 1993 (LMU – see Accident Book)

Location of Documentation

Learning Technology Services Office, H211

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999
LEARNING TECHNOLOGY SERVICES PHOTOGRAPHIC DARKROOM

H219, H217, H BUILDING, CALVERLEY STREET

Evacuation Procedures

1. All staff and students and non-University staff should leave by the nearest available exit, and regardless of which exit is used should meet at the paved area adjacent to G and H building, Woodhouse Lane, taking care not to obstruct the internal access road which may be used by the emergency services.

2. If possible, print dryers and heaters should be switched off before evacuation.

Qualified First Aid is available from:

Name
Location
Phone
Health Centre
H204
3390

Pat Cook
H310
3120

John Lynch (CES)
H307
4973

The Accident Book is situated at:

Learning Technology Services Office, H211

The nearest First Aid box is situated at:

Graphics Workroom, H212

The Health and Safety Co-ordinator for this area is:

Kiran Mehta, H219, ext 3389

List of relevant Health and Safety Documentation:

Fire Regulations and Procedures 1991 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Recording of Accident, Injuries and Dangerous Occurrences 1993 (LMU) – see Accident Book.

Kodak Limited:

Photographic Chemicals Safety J-931 (H)

The Prevention of Contact Dermatitis in Photographic Work J-4S (H)

Photolab Design for Professionals ISBN 0-87985-659-9

Location of relevant Health and Safety Documentation:

Learning Technology Services Office, H211

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES

H220, CALVERLEY STREET
Evacuation Procedures

In the event of a fire being discovered or an alarm being heard:

All staff and students and non-University staff should leave by the nearest available exit, and regardless of which exit is used should meet at the paved area adjacent to G and H building, Woodhouse Lane, taking care not to obstruct the internal access road which may be used by the emergency services.
First Aid is available from:
Name
Location
Phone

Peter Dey
H123
3056

Melvin Cree
HG06
3394

Health Centre
H204
3390

Pat Cook
H310
3120

John Lynch (CES)
H307
4973 

The Accident Book is situated at:
Learning Technology Services Office H211

The Nearest First Aid Box is situated at:
Graphics Workroom, H212

The Health and Safety Co-ordinator for this area is:

Mike Scargill, G108C, ext 3497

List of relevant Health & Safety Documentation
Fire Regulations and Procedures 1991 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

Location of relevant Health & Safety Documentation
Learning Technology Services Office, H211

TECHNICAL FACILITIES AREAS, H236, H236B, C, D, E,
H BUILDING, CALVERLEY STREET
Evacuation Procedures
In the event of a fire being discovered or alarm being heard:

1.
The director, job co-ordinator or most senior technician will direct any staff, students and non-University staff to the nearest available exit and check that all personnel are cleared from the technical areas, edit suites and control rooms.


If circumstances permit the technician will then ensure that the recordings and edits are stopped and the control room equipment isolated.

2.
All staff students and non-University staff should leave by the nearest available exit and regardless of which exit is used should meet at the paved area adjacent to H and G Building, Woodhouse Lane, taking care not to obstruct the internal access road which may be used by the emergency services.
3.
The director, job co-ordinator or most senior technician will ensure that all staff, students and non-University staff are assembled externally to the studio complex.  If anyone is missing this will be reported IMMEDIATELY to the Senior Security Officer, appropriate Line Manager or Fire Chief if in attendance.

4.
Any persons confined to a wheelchair or otherwise incapacitated must be led to a designated safe haven by a member of staff and the emergency services informed of this as soon as possible.

5.
When security staff allow people back into the building please get back as quickly as you can to ensure safety of equipment.

Qualified First Aid is available from:
Name
Location
Phone

Peter Dey
H130
3448

Health Centre
H204
3390

Pat Cook
H310
3120 

John Lynch (CES)
H307
4973 

The Accident Book is situated at:
Learning Technology Services Office, H211

The nearest First Aid box is situated at:
G108

The Health and Safety Co-ordinator for this area is:

Mike Hooper, LS113, ext 3497

List of relevant Health & Safety Documentation
Fire Regulations and Procedures 1991 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Recording of Accident, Injuries and Dangerous Occurrences 1993 (LMU) - see Accident Book)

Staff Guide to Student Services (See Appendix 5)

Learning Technology Services Policies and Procedures, arrangements for specific areas of working 

Learning Technology Services Policies and Procedures, Arrangements for specific areas of work:

Television Studios

Location Recordings

Code of Practice for Freelance Personnel

Location of relevant Health & Safety Documentation
Principal Technician's Office, G108C

Learning Technology Services Office, H211

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

 LEARNING TECHNOLOGY SERVICES MAIN STUDIO

AND GALLERY, H BUILDING, CALVERLEY STREET
Evacuation Procedures
In the event of a fire being discovered or alarm being heard:

1. If you find a fire on the studio floor inform the Floor Manager.  The Floor Manager will be responsible for informing the Gallery over the talkback and activate the nearest alarm.  The Floor Manager will order the floor to be cleared and arrange for a technician to escort students, artists and other non-University staff to a safe area.

2. The director, job co-ordinator or most senior technician present on the gallery or in the Tech Area should then IMMEDIATELY switch off all equipment associated with the studio and before departing, ensure that all areas are evacuated.

3. All staff should leave by the nearest available exit and regardless of which exit is used should meet at the paved area adjacent to H and G building, Woodhouse Lane, taking care not to obstruct the internal access road which may be used by the emergency services.
4. The director, job co-ordinator or most senior technician will ensure that all staff, students and non-University staff are assembled externally to the studio complex.  The absence of a crew member will be reported IMMEDIATELY to the senior Security Officer, appropriate Line Manager or Fire Chief if in attendance.

5. Any persons confined to a wheel-chair or otherwise incapacitated must be led to a designated safe have by a member of staff and the emergency services informed of this as soon as possible.

6. When the security staff allow people back into the building please get back as quickly as you can to ensure safety of equipment.

First Aid is available from:
Name
Location
Phone

Peter Dey
H130
3448

Health Centre
H204
3390

Pat Cook
H310
3120 

John Lynch (CES)
H307
4973 

The Accident Book is situated at:
Learning Technology Services Office, H211

The nearest First Aid box is situated at:

G108

Studio Scene Dock Store

The Health & Safety co-ordinator for this area is :

Mike Hooper, LS113, ext 3497

Location of relevant Health & Safety Documentation
Principal Technician's Office, G108C

Learning Technology Services Office, H211

List of relevant Health & Safety Documentation
Fire Regulations and Procedures 1991 (LMU)

Code of Practice on First Aid 1991 (LMU)

Code of Practice on Electrical Safety: Portable Electrical Equipment 1993 (LMU)

The Recording of Accident, Injuries and Dangerous Occurrences 1993 (LMU) - see Accident Book)

Staff Guide to Student Services (See Appendix 5)

Learning Technology Services Policies and Procedures, Arrangements for specific areas of work:

Television Studios

Location Recordings

Code of Practice for Freelance Personnel

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES 

REPROGRAPHICS PRINT ROOM, AG01, CALVERLEY STREET
Evacuation Procedures

In the event of a fire being discovered or alarm being heard.

1.
All staff and students should vacate the building by the nearest available exit and regardless of which exist is used assemble at the paved area adjacent to A building exit.

2.
If possible breakers for the photocopier machines and other equipment should be activated disabling power to the equipment prior to evacuation.

First Aid is available from:
Name
Location
Phone

Ivan Crouch
AG14
5870

Tony Partington
AG14a
5874

Laurie Wilson 
ALG08
3150

Paul Thompson
ALG10
5864 or pager

Health Centre
H204
3390

The nearest First Aid box is situated at:
On wall, by sink in AG01

Location of Health and Safety Documentation
With Reprographic Supervisor, Angela Wilkinson in AG01

The Accident Book and forms HS1 are situated:
With Reprographic Supervisor, Angela Wilkinson in AG01.

The Health & Safety Co-ordinator for this area is:

Angela Wilkinson, AG01, ext 3085

List of documentation specific to this area:
Xerox operating procedures

Guillotine operating procedures

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

LEARNING TECHNOLOGY SERVICES

REPROGRAPHICS PRINT ROOM, JGG13, BECKETT PARK
Evacuation Procedures
In the event of a fire being discovered or alarm being heard.

1.
All staff, students and non-university staff should leave by the nearest available exist and regardless of which exist is used should meet at the paved area at the rear of James Graham Building.

2.
If possible breakers for the photocopier machines should be activated disabling power to the copiers.

The Nearest First Aid Box is situated at:
JGG13

The Health & Safety Co-ordinator for this area is :

Karen Hall,  JGG13,  ext 3510

Location of relevant Health & Safety Documentation
Principal Technician’s Office, JGG15

Learning Technology Services Office, H211, City Campus

First Aid is available from:
Name
Location
Phone

Health Centre
Behind Bronte Hall
3185

Peter North
JGG14
3521/7471

Joan Sheehan
JGG14
3521

David Breeze
JG125
5142


The Accident Book is situated at:
JGG13

If in difficulty, contact:

Reception 
3151

Security
3154

Or in an emergency:

During switchboard hours:
Switchboard

4444

At all other times:

Emergency Services
(9) 999

APPENDIX 6

LIST OF DOCUMENTS RELEVANT TO THE DIVISION
1. The Control of Substances Hazardous to Health Regulations, 1999

2. The Electricity at Work Regulations, 1989

3. Health and Safety (safety signs and signals) Regulations, 1996

4. Fire Precautions (Workplace) Regulations, 1997  

Fire Precautions (Workplace) (Amendment) Regulations, 1999

5. The Health and Safety at Work etc Act, 1974

6. The Offices, Shops and Railways Premises Act, 1963

7. The Safety Representatives and Committee Regulations, 1977

8. Management of Health and Safety at Work Regulations, 1999 (and Approved Code of  Practice)

9. Manual Handling Operations Regulations, 1992 (and HSE Guidance)

10. Health and Safety (Display Screen Equipment) Regulations, 1992 (and HSE Guidance)

11. Workplace (Health, Safety and Welfare) Regulations, 1992 (and Approved Code of  Practice)

12. Provision and Use of Work Equipment Regulations, 1998 (and HSE Guidance).

13. Safety in Electrical Testing RETRA Ltd

14. Staff Guide to Student Services (Internal LIS document)

15. Control of Asbestos at Work Regulations, 1987 (as variously amended)

APPENDIX 7

LIST OF CURRENT UNIVERSITY HEALTH AND SAFETY DOCUMENTS
1. Statement of Health & Safety Policy, 1997

2. Policy on Smoking, 1997

3. Fire Regulations and Procedures, 1996

4. Code of Practice on First Aid, 1998

5. Code of Practice on Display Screen Equipment, 1997

6. Code of Practice on Electrical Safety: Portable Electrical Equipment, 1994

7. Violence at Work; A Policy Statement, 1997

8. Health and Safety at Work Regulations for New and Expectant Mothers, University   

Procedural Guidelines, 1998

9. Principle Health and Safety Legislation Affecting LMU - a synopsis, 2001

Copies of all the above Leeds Metropolitan University publications are available behind the counter at each Learning Centre.

APPENDIX 8
OFFICE SAFETY

The following list of simple, common sense rules can greatly help reduce the chance of accidents within the office:

1. Floor Surfaces

· Watch out for recently waxed floors; loose carpeting, floorboards and tiles.

· Wipe up all spills.

· Wear appropriate shoes.

· Pick up paper clips and other objects that might cause a slip.

2. Chairs

· Keep all legs of your chair on the floor.  Tilting back in a chair often results in over-balancing and a fall.

· Routinely inspect chairs that tilt for broken springs, loose screws and defective welds.

· Be sure-footed when climbing - use a stepladder, not a chair.

3. Leads

· Beware of telephone and electrical leads, lying across the floor.  Catching your heel on a lead almost guarantees a fall.

· Offer suggestions for different furniture layouts that might resolve the problem.

4. Stairways and Walkways

· Report worn treads and broken or loose stairs.

· Avoid obstructing your vision with large loads.  

· Don't store boxes, etc. where people might trip.

5. Lighting

· Use as much light as you need to get the job done safely and correctly.

· Report out-of-order lights promptly.

6. Filing Cabinets

· Fill bottom filing cabinet drawers first to prevent the cabinet from tipping.

· Avoid overloading top drawers.  This can cause the cabinet to fall on you.

· Close one drawer before opening another to avoid banging your head, and to prevent the cabinet from tipping.

· Close drawers gently - use handles to avoid pinching fingers.

· Don't struggle with stuck drawers - you might hurt your back.

· Store objects neatly inside cabinets, not on top.

· Keep frequently used items within easy reach.

· Don't overload cabinets, especially those that aren't bolted to the floor or wall - they might tip over.

7. Shelving

· Ensure that you have adequate shelving for files.

· Be aware of the dangers in placing other furniture, such as chairs, beneath shelving.

· Store heavy or breakable items on lower shelves.

8. Office Machines

General Guidelines

· Learn how to operate machines safely before you use them.

· Be alert for electrical hazards, such as frayed or bare wires, overloaded outlets or improperly earthed wires.  Unplug any machine that overheats, smokes, sparks or causes shocks, and report the problem.

· Switch off and unplug machines before adjusting or repairing them.

· Avoid wearing loose sleeves, scarves, belts, dangling jewellery, etc., around machines with exposed or unguarded moving parts.

9. Back Support

When lifting:

· STAND CLOSE to the object with feet spread apart for balance.

· DON'T twist body to get in position.

· SQUAT DOWN, keeping your back straight and your knees bent.

· GRASP the object firmly.

· LIFT with your legs, slowly straightening them.  Then return your back to vertical position.

· HOLD the object firmly and close to your body as you carry it.

When seated:

· SIT UP straight and well back in your chair.

· TRY to keep your neck and back in a straight line.

· KEEP YOUR FEET flat on the floor or a footrest, to relieve pressure on your thighs.

· SUPPORT YOUR THIGHS on the chair, keeping them parallel to the floor.

APPENDIX 9
[image: image2.wmf]
FIRE INFORMATION FOR ALL EMPLOYEES

Fire is the most serious danger which we have to face.  It can develop and spread at great speed with the production of large volumes of smoke which are often fatal.  In any building an immediate response to a fire or fire alarm is vital and it is essential that the occupants know the action to be taken.  Wherever you work you have a personal responsibility.

1
WHAT YOU SHOULD KNOW


How to raise the alarm in case of fire


How to call the Fire Service


Where the nearest fire alarm point or telephone is located


The location of fire fighting equipment and how to use the appropriate item.  Read the instructions.


Your nearest and alternative means of escape


The type of alarm in your vicinity eg bell or sounder


What to do when the alarm sounds


Where your assembly point is

2
FIRE PREVENTION


Keep staircases, landings, escape routes and exit doors clear of obstructions


Ensure smoke control doors are always closed (unless automatic)


Remember closed doors save lives

Prevent fires by good housekeeping.  Causes include careless smoking, careless use of flammable liquids, using defective electric equipment


Attend a fire prevention course offered by the Health & Safety Section

3
IF YOU DISCOVER OR SUSPECT THERE IS A FIRE

Raise the alarm:


Break the glass at the nearest alarm point


Report the details: Immediately by telephone

INTERNAL EMERGENCY NUMBER 4444
The Fire Service will be called by the operator

Internal phone system (outside switchboard hours) dial 9-999

External phones dial 999 in Emergency


Prevent the spread of fire:

If circumstances permit by switching off gas and electrical appliances and closing windows and doors as you exit


Tackle the fire if safe to do so: using the correct appliance


At no time are you to take personal risks and you must leave the area should there be a danger of you being injured
4
WHEN A FIRE ALARM IS ACTIVATED

Where circumstances permit, turn off electrical and gas appliances.


Close all windows and doors as you exit.


Leave the building immediately by the most direct safe route, calmly and quickly.  Assist those with difficulties if you are able.


The senior or specially appointed person present in each area will ensure that all students and staff in that area leave the building and that offices, toilets and communal areas are checked and doors closed.


Proceed to the appropriate assembly point.  Do not block entrances.

DO NOT USE LIFTS

DO NOT STOP TO COLLECT PERSONAL BELONGINGS

DO NOT ATTEMPT TO RE-ENTER THE BUILDING UNTIL IT 

IS ANNOUNCED IT IS SAFE TO DO SO BY THE FIRE OFFICER

APPENDIX 10

Fire Evacuation for Persons with impaired mobility

The LMU Fire Regulations and Procedures, Ref LWE 1 e 95 are a comprehensive set of rules for all matters pertaining to fire safety in the university.  All employees and students should be familiar with fire safety and action in the event of a fire.  Arrangements for external organisations using LMU premises are also in place.  

Procedures for wheelchair users and other persons with a disability requiring assistance are dealt with mainly in sections 1 and 4 of the LMU Fire Regulations and Procedures.  Personal fire emergency and evacuation arrangements should be made in accordance with the person’s needs.  

MOC managers should ensure that Heads of School/Course Leaders/University Officers/Managers make appropriate arrangements in association with Health and Safety, Student Services, Health Centres, Facilities Management Division or Halls Management staff as appropriate.

Arrangements may include nominating students/employees to assist with evacuation and identification of ‘safe havens’.  The Senior Health and Safety Officer should be notified of, and kept updated on, local procedures.

Further guidance on implementing the Regulations and Procedures is enclosed and should be made available to staff and students with impaired mobility as part of their personal fire emergency and evacuation arrangements.

ADVICE TO WHEELCHAIR USERS AND OTHER PEOPLE WITH RESTRICTED MOBILITY OR DISABILITY REQUIRING ASSISTANCE IN THE EVENT OF AN EMERGENCY

A. WHEELCHAIR USERS

The advice given below is for wheelchair users and other people with restricted mobility and should be used to formulate personal fire emergency and evacuation arrangements.

If you or your helper are familiar with the building you should leave the building by a horizontal route to an assembly point.  

If you are not familiar with the building or a horizontal route to an assembly point is not available the procedure below should be followed.

1. In the event of a fire alarm sounding you should ask a colleague or any other available person to help you to the doors next to the nearest staircase.  Your personal fire emergency and evacuation arrangements may include designated employees to assist you and designated ‘safe havens’ where you would normally seek refuge in a fire emergency.

2. Unless you are threatened by the fire or other emergency you should not enter the staircase or ask someone to carry you down the staircase.  Security will, in the event of a real emergency, ascertain from the Fire Brigade whether:

i)
you are able to remain safely where you are, or

ii)
to use a lift (with Fire Brigade permission) in order to leave the building.



If the fire alarm is false, you will be advised of the situation as soon as 



possible and given instructions.
3. Should you be threatened by the fire or other emergency, you should move onto the staircase but remain on the landing.  All of the staircases are protected and you would normally be safe to remain on the staircase landing for up to half an hour.

4. Under no circumstances should a lift be used without the Fire Brigade’s or Health and Safety Officer’s permission.

This information is circulated to relevant university employees and is given to wheelchair users in order that they are aware of the procedures which should be followed.

B. PEOPLE WITH RESTRICTED MOBILITY

If you consider you can negotiate the evacuation route safely you should make your way to the staircase or other protected area. You should not attempt to go down until the main body of people has passed.  Your limited mobility could cause an accident on the stairs to either yourself or others.  Alternatively, follow the advice in 2-4 above.  Please discourage others from taking you on the stairs until it is safe to do so.  Ask someone to inform the Security Emergency Control Centre of your whereabouts.



City Campus 
Ext 3154



Beckett Park
Ext 3165

If the fire alarm is false you will be advised of the situation as soon as possible and given instructions.
If you have any queries or concerns you should contact the University Health and Safety Officer for clarification.



Chris Richold
 
x3816  Senior Health and Safety Officer



Chris Domeracki  
x3334  Health and Safety Officer
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