
IMPORTANT INFORMATION

Contact Numbers
Use internal phone or call 0845 196 followed by the following extension number:
Heather Hutchens




Ext 3847

University Reception – Chelmsford Campus 
Ext 3720

University Reception – Cambridge Campus 

Ext 2333

Hospitality Team - Chelmsford


Ext 3744 or 3798

Hospitality Team - Cambridge


Ext 5635


Facilities Helpdesk (for parking, porters, furniture)
Ext 6464

Security Team – Chelmsford Campus

Ext 3628
Security Team – Cambridge Campus

Ext 2368

First Aid Assistance




Ext 6666

IT Services





Ext 4357
If you require a different room layout, please do not attempt to move furniture yourselves – contact the Helpdesk on 6464 and ask for assistance of the janitors

GUIDANCE ON EVACUATION AND EMERGENCY PROCEDURES 

Under the provisions of the Health and Safety at Work (Etc) Act, all people using University facilities have a duty of care towards other people on the premises. This is particularly relevant in the case of people organising and conducting seminars, meetings or teaching sessions for groups other than university staff or students.

The following information should be conveyed to all people attending before the commencement of business:
· Emergency Procedures notices posted in every room should be pointed out and all people present should be asked to familiarise themselves with the content.

· The signed Fire Exit routes and the location of the Assembly Point should be described.

· In the event of an emergency requiring evacuation a continuous warning bell or siren will sound. Those present should leave in a calm and orderly fashion and proceed to Assembly Point without stopping to collect any items of personal property.

· To assist the emergency services nobody should leave the Assembly point or attempt to re-enter the building until advised to do so.

In the event of the evacuation outside normal business hours the person conducting the session may be the senior person present in the building and as such will have the following additional duty of care to others present.

· To ensure that all persons are evacuated safely and promptly and proceed to the Assembly Point.

· To ensure that any visually impaired person is escorted safely from the building.

· To ensure that any person with a physical disability is assisted in leaving the building or is taken to the wheelchair refuge in a protected stairwell to await removal by the emergency services.
· To report to any University or emergency services representative at the Assembly Point and give information about any persons known to remain within the building for any reason.

ESSENTIAL INFORMATION ON EVACUATION INVOLVING THE DISABLED

There are a vast range of individual mobility capabilities, ranging from those of sight impaired people to the very different needs of wheelchair users. It would be impossible to formulate a set of procedures to take accurate account of each individual's particular needs but the following guidance should be used to form the basis of decisions taken at the time.

Hearing Impaired People

A person with a hearing impairment may not hear an audible alarm. It is the responsibility of others present to ensure that he or she is made aware of the need to evacuate.

Sight Impaired People

Under normal circumstances, a sight-impaired person would have little difficulty in leaving a place with which he or she is familiar. In the case of an emergency evacuation, the actions of others trying to leave the building quickly may cause problems for those with sight impairment. It is the responsibility of others present to assist such a person to leave the building safely.

Wheelchair Users - Some Do's

· It should be possible to conduct a normal and safe evacuation from ground floor locations.

· In other cases wheelchair users should be escorted to the nearest signed safe area. The sign is green with a wheelchair symbol and the words ‘safe area’. University buildings are constructed to relevant fire resisting standards and the emergency services would have time to effect a safe rescue from the safe area.

· It is essential that the responsible person or other helper ensures that the emergency services are informed of the location of the wheelchair user and the nature of their impairment e.g. "Wheelchair user located in room………."

· Particular arrangements must be fully discussed with individuals concerned at induction and those individuals should have a copy of this document and any other relevant guidance.
Wheelchair Users - Some Don'ts

· Wheelchair users should not take part in practice evacuation drills where there is foreseeable risk of injury. During practice evacuations, such people should be located in a safe area and the person in charge of the practice should be informed (This may simply mean leaving them where they are). 

· Although the University has evac-chairs in many locations, wheelchair users should not  normally be lifted from their chairs during emergency evacuations since this could cause injury both to the helpers and the disabled person. Evac-chairs should only be used by trained people.

· Take care not to obstruct corridors or stairwells since this could cause additional problems both for the wheelchair users and other evacuees. Where there is a wheelchair refuge within a protected stairwell it should be used. 

· Volunteer helpers should not put themselves at risk while assisting wheelchair users. Avoid the dangers of ad-hoc heroics by well-meaning onlookers.

· Lifts should never be used during emergency and / or practice evacuations.
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