SCHOOL OF PSYCHOLOGY
SAFETY SUMMARY

Safety is a serious matter and the School endorses and adopts the policies outlined in the University Safety Policy: 
The Head of School carries ultimate responsibility for the enforcement of statutory requirements, for the application of rules made by Council and for maintenance of a safe working environment.  The Head of School is assisted in these duties by:

Safety Officer


Dr. Joan Harvey (joan.harvey@ncl.ac.uk) ext8829
School Representative

Judy Watson (judy.watson@ncl.ac.uk) ext5917
Ultimately Safety is the responsibility of each individual.

GENERAL SAFETY RULES
· It is a requirement for insurance purposes that nobody works in the School without the Head of School’s agreement before work starts.  

· Doors marked FIRE DOOR must not be wedged or otherwise fastened in the open position.

· In case of emergency evacuation (when the fire alarm sounds continuously) leave the building via the posted fire exits.  Walk briskly and assemble at Fire Assembly Point without blocking the path of emergency vehicles or personnel.  The building may be re-entered again when told it is safe to do so by a Fire Marshall.

· Familiarise yourself with emergency numbers e.g. FIRE, POLICE, AMBULANCE 6666 or 9-999, Cardiac Arrest: 21-353, University Police: 6345. EMERGENCY Pink Door Notice provides contact details.
· Any accidents which result in injury or damage must be reported to the Institute/School Safety Officer and reported to the Safety Office using the online form.

· First Aid kit located in the Teaching Office, 4th floor, room 4.04 

First Aiders in the building are: Mark Bendall, David Whitaker & Vicky Horrigan.
· No person must work alone if involved or likely to be involved in operations that are potentially dangerous. A risk assessment must be carried out on the lone work activity and suitable control measures included to protect the health safety and welfare of the employee. The absolute minimum is that the person is within easy hailing distance of a colleague. 
· Smoking is not permitted anywhere in the University.
· Individuals are responsible for notifying the Occupational Health Department of their pregnancy and complying with appropriate advice and recommendations.
· Children (under the age of sixteen) must be supervised at all times.
· New equipment delivered to the School or brought from home (e.g. lamps, fans) must be PAT tested (PAT testing is carried out annually) 
· Display Screen Equipment 
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FIRE SAFETY: GUIDANCE FOR STAFF

In order to satisfy Fire Brigade requirements, these notes will be issued to staff at regular intervals.  Do please read them:  by their actions in the past many staff have demonstrated that they do not fully understand the points which follow.

Before the Fire

Our buildings are designed and maintained to contain fire and poisonous smoke, and to provide staff with protected routes to safety in the event of fire.  Fire doors are an essential element.

Wedging open fire doors, or storing flammable materials in corridors or stairs, can destroy that built-in safety.  It is also an offence, so DO NOT DO IT.  

DO be familiar with the location of exits, fire alarms and extinguishers.

Attitude

Any fire is a crisis, and any crisis needs you to have the right attitude. This means:

1. Accept you must respond - you have to do something.


2. Take that few seconds or whatever to think through what you are going to do.


3. Try and be prepared - hopefully you will have thought it through long before this happened.

PRIMARY Response

1)
Fire Alarm

Guidance up and down the country says "IF YOU DISCOVER OR SUSPECT A FIRE, SOUND THE ALARM".

This is correct, but it is NOT an invitation to go and hunt for the seat of the fire.  Only the Brigade should hunt for the fire - particularly where this involves opening doors when a fire is suspected to be behind them.  If there is smoke in the corridor etc., then you have already found the fire and it is already time to SOUND the ALARM using the ‘Break Glass’ boxes located next to Fire Exit doors or by phoning 6666.

2)
Summoning the Brigade

DO NOT delay in summoning the Brigade.

The Fire Brigade do not resent false call-outs providing the caller had genuine reasons at the time.

Call from a place of safety.

Dial 6666. 
If you cannot for some reason then 
dial 9-999 from internal phones 
or 999 from external phones.

Use 6666 when possible because then University Security Staff and others that need to know will also get the information. IF you have to use an external line then also call the University Security Control Centre on extension 6817 to let them know that there is an evacuation in progress. This will enable them to make sure that the Fire Engines; Ambulance etc. have the best access and are directed to the correct building as fast as possible.

3)
Use of Extinguishers

Prompt use of an extinguisher can nip a major conflagration in the bud.  If you encounter a fire (remember, do not go hunting for it), then use the extinguisher if you feel it is safe to do so.

DO NOT forget to sound the alarm first.

DO NOT have the fire between you and the way out.

DO pick the correct type.

Courses in use of extinguishers are available from the Safety Office.

Secondary Response

1)
On Hearing the Alarm

If you are a fire warden, carry out your duties (see below).  Otherwise:

2)
Evacuation

a)
Yourself

1. Leave the building promptly.  
Shut doors behind you where you can.  
Observe any local instructions about isolating equipment or services. 
Pick the shortest route, using the nearest fire exit to get out of the building.  

· If you find smoke blocking your route then go a different way.

· If everyone crowds into the main exit it takes longer and causes a jam. 


2. DO NOT use the lifts.  


3. DO NOT block the exit:  
Once you are out of the building go to the assembly point.  
People need to establish whether you got out, or are trapped somewhere.
Do not leave the assembly point until you have been accounted for.


4. DO NOT go back into the building until you are specifically told to do so.  
Silencing the alarms is not a signal to re-enter the building.


b)
Helping others that you may encounter.

1. DO Escort out any visitors, members of the public etc.
DO Assist any disabled people who require assistance.


2. If there are disabled or injured people or others who cannot leave the building then: TELL the Fire Wardens EXACTLY where they are.
 

3)
Summoning the Brigade

There should be no significant delay in summoning the Brigade. 

HOWEVER:
In cases where no-one has perceived a fire a short delay to confer with Fire Wardens and eliminate obvious false calls (e.g. accidental breakage of an operating point) is permissible.

DO NOT: Search the building for the seat of the fire: the Brigade will do that.

The Fire Brigade do not resent false call-outs providing the caller had genuine reasons at the time.

Call from a place of safety.

Dial 6666. 
If you cannot for some reason then 
dial 9-999 from internal phones 
or 999 from external phones.

Use 6666 when possible because then University Security Staff and others that need to know will also get the information. IF you have to use an external line then also call the University Security Control Centre on extension 6817 to let them know that there is an evacuation in progress. This will enable them to make sure that the Fire Engines; Ambulance etc. have the best access and are directed to the correct building as fast as possible.

THE ROLE OF FIRE WARDENS

Fire Wardens are not there to be heroes:  we do not expect them to put themselves at unreasonable risk.

Their job consists of:

During Fire Alarms and Drills

1. Encouraging people to respond to the alarm as set out above. 
(Occasionally, people do need this encouragement).


2. Assisting with any local arrangements.


3. Checking that their area has been cleared (or not as the case may be) and reporting the situation at the assembly point.  

This check should NOT involve opening doors if the fire is strongly suspected to be behind. 
(e.g. hot door, smoke coming out underneath, etc.)


After Fire Drills


An additional job is to report to the DSO any shortcomings in the fire safety provision (e.g. defective fire alarm sounders, areas where the alarm cannot be heard, etc.) or conduct of the drill (e.g. use of wrong exit etc.).

EVACUATION OF DISABLED

The rules as in the University Safety Policy are that:

Where a department has disabled staff, students or visitors such as medical patients who cannot walk easily, then special arrangements should be made by the Head of Department for their evacuation in an emergency. 

These Local Rules must be publicised and followed in Fire incidents and drills. Further advice is available from the Safety Office and the University Disabilities Officer.

(----------------------------------------------------------------------------------------------------
FIRE SAFETY:  GUIDANCE FOR STAFF

I declare that I have read and understand the above guidance.

Name 

 



Date
____/____/____ 

Signature 

Institute / 

