Building Workspace Checks. Raising the alarm. What to do?
For SU supervising students “out of hours” in various buildings.
By Prior arrangement or on arrival at a building for the first time.
Check the items below, afterwards when you are satisfied relay the evacuation procedure to the people in your group.

1.  Fire information
· Locate the nearest fire action notice for the space and note the location of the assembly point (A). and (B) the date and time of weekly test.
· Check for any local instructions.
· Find the nearest call point.

2.  Exits from the workspace and accessibility
· Locate the nearest emergency exit route from the workspace, find a second exit if possible.
· Check exit routes are usable.
· Take note of nearby manual call points.
· if anyone in your group needs help to evacuate. (Personal Emergency Evacuation Plan) Locate accessible exits/refuge points. Note, the wheelchair evacuation direction may differ.
· Find location of evacuation chairs if needed.
· If unsure, ask building staff before starting your activity. To note there may not be any building staff available out of hours …please check prior to your event if there is anyone who requires a PEEP




What to do in case of a fire or if the alarm is activated
· If you spot a fire. Raise the alarm, leave the area and activate the nearest Manual Call Point on the way out.
· Alternatively, If the building alarm sounds follow the instruction of any building fire wardens, ensure your group leaves by the nearest suitable emergency exit route previously found.
· Go to the assembly point with your group and report to the fire warden or building manager any relevant information.
· Let them know if anyone from your group went to a refuge point.
· Keep your group together. Await further instruction. Do not re-enter the building until instructed by the building manager/Security.
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