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The Health and Safety of all persons affected by our operations is of paramount importance to Bournemouth University.

Visitors should not bring anything onto the University’s premises that could endanger others (e.g. unmaintained equipment) and should observe the University’s No Smoking Policy.
The BU Emergency Number is 222 on an internal phone or 01202 962222 from a mobile
FIRE EVACUATION PROCEDURE

All staff members, students and visitors are under a Duty of Care to report situations they believe to be potentially hazardous.  In the context of fire prevention this may be something which could lead to an outbreak of fire (e.g. unsafe storage of flammable materials) or something which would hinder the safe evacuation of the premises in the event of a fire (e.g. obstruction of fire escapes).

Because of the amount of movement of people around the University site(s) it is not possible to operate a ‘Roll Call Procedure’ (i.e. where people’s names are checked off a list at the Assembly Point). 

For this reason we have a ‘Negative Head Count’. Fire Wardens appointed for each area check that rooms are clear before they leave and then report this to Fire Marshals at the Assembly Points. The Fire Marshals then inform the Fire Brigade, meaning that just ONE person should approach the Fire Brigade with information for each building and this should avoid confusion.

Fire Wardens wear Yellow Hi Vis jackets and the Principal Fire Marshal wears an Orange Hi Vis Jacket the Deputy Fire Marshal wears a blue Hi Vis jacket so that they can be identified from a distance.  
However, if for any reason a Fire warden is not present it is your individual responsibility to ensure you evacuate the building by following the instructions below.

Teaching and Seminar Rooms

Some buildings, such as lecture theatres, do not have a constant staff presence and so Fire Wardens may not be appointed for these areas. All lecturers/group leaders must therefore assume responsibility for evacuating their own classes.  They must then report this to the Deputy Fire Marshal at the assembly point.

Your Duty

· If you discover a fire, operate the nearest ‘Break Glass’ to activate the Fire Alarm.

· When the Fire Alarm sounds, leave the building by the nearest exit.

· DO NOT USE ANY LIFT

· Go quickly to your nearest assembly point. These are noted on the Fire Action Notices displayed around the Campus and are a safe distance from buildings. 

· DO NOT REMAIN NEAR THE BUILDING OR BLOCK ENTRANCES OR         

· APPROACHES TO BUILDINGS: THIS MAY DELAY FIRE BRIGADE ACCESS.

· Obey instructions issued by both the Fire Wardens and Fire Marshals.

· Do not re-enter the building until told to do so by the Fire Marshals.
· Do not attempt to tackle a fire with a fire extinguisher your responsibility is to evacuate the building 

Disabled Evacuation
If you require additional assistance in evacuating a building it will be necessary to complete a PEEP (Personal Emergency Egress Plan). This is done in conjunction with your line manager with the assistance of ALS in case of staff or for students through their nominated member of the faculty/professional service again with the support of ALS as required. 
The University has installed REFUGES in strategic positions throughout each multistory building. These refuges are designed to be a temporary place of safety for a person with a disability to wait until assistance arrives.

Two way communications are provided in the refuges, which allow anyone in the refuge direct voice contact with the local reception or the Fire Marshal. 

Each refuge has also been given a position code, enabling reception to identify the refuge in use. 
The University have installed Evacuation Chairs, again in strategic positions, (not necessarily in refuges) and if a refuge is in use a trained assistant will be sent to the refuge in use with an evacuation chair, and will wait until the emergency is over. If it becomes necessary to evacuate the refuge, the evac-chair can be easily and safely utilized.

This procedure applies only to those individuals located on upper floors when an evacuation warning sounds.  Those on the ground floor should leave the building using a safe exit. 

ACCIDENT PROCEDURE

In the event of an incident you should contact your line Manager and, where necessary, phone for assistance on 222 on an internal phone or 01202 962222 from a mobile. This will go through to central reception who are best placed to co-ordinate a response.
A number of First Aiders are appointed around the Campus.  Their names and locations are listed on the Green First Aid notices displayed around the University.

If the injury is very minor e.g. requiring a plaster, the casualty and a companion should proceed to the nearest First Aider who will provide treatment.

If the injury is more serious e.g. severe bleeding, concussion etc.:

· Phone  222 or 01202 962222
Your call will go straight through to the Switchboard/Reception.  It will take priority over any other calls in the queuing system.

· Give your NAME, LOCATION, DESCRIPTION OF THE INJURY and WHETHER YOU NEED AN AMBULANCE. 

Always ask for an ambulance if the patient has lost consciousness.

Tell the Receptionist/Switchboard if you suspect a heart attack or that the casualty is diabetic: this vital information will be passed onto the Paramedics.

· Switchboard/Reception will phone for an ambulance.

They will ensure Caretakers/Car Park attendants are in attendance at the front of the buildings to direct the ambulance to the nearest entrance of the correct building.

· Switchboard/Reception will send a First Aider or a Nurse/Doctor to you.
They have good links to the Medical Centre and hold the most up-to-date list of First Aiders.

Don’t call 999 unless you are unable to use the 222 or 01202 962222 procedure as this can result in the ambulance going to the wrong site - this aspect is best organised by Switchboard/Reception.

Accident/Incident Report Forms

It is essential that these forms are completed if anyone has an accident/incident at Bournemouth University or is involved in any incident that may have implications for the health and safety of others.  A University Manager should be informed of all cases where an injury has occurred, as well as any near-misses or hazardous conditions you become aware of. He/she will ensure the accident recording procedure is fulfilled and an Accident/Incident Form is completed and sent onto the Health and Safety Adviser.

Forms are available from departmental Admin. Offices, First Aiders or Reception Areas and at I: Health & Safety/Public/Accidents and Emergencies. They are simple to complete and should only take a few minutes to fill in. 

If you identify a Potential Risk or Hazard

Please inform your Health & Safety coordinator if you identify a potential risk or hazard and they will take measures to address it.
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