NORTHUMBRIA UNIVERSITY

Library and Learning Services

FIRE AND EVACUATION PROCEDURES:  COACH LANE CAMPUS LIBRARY
Fire procedures for Coach Lane Campus Library are detailed below.  Further details of locations of fire alarms and fire assembly points are displayed on the Fire Instruction Notice in your area.

If you have any queries, please contact the Service Manager, Operations or Deputy Director, Library & Learning Services.
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As soon as the fire is extinguished contact 

Security on 3200 if they haven’t already arrived

2.
IF YOU HEAR THE ALARM

All Library and Learning Services staff have an obligation to act as Evacuation Marshals if required.  Where there are several staff available agree which of you will act as Marshal in your area (see section 2.2 xii).


NB: Entry and exit turnstiles are linked to the fire alarm and will automatically switch to bi-directional freeflow mode.

2.1  
Staff and users, except Evacuation Marshals



i)
Leave the building immediately using the nearest available exit.




ii)
Do not enter any area where there is evidence of fire or smoke. Before opening any door to a room which does not have a vision panel, check if the door handle is hot.  Do not open any door if the handle is hot.  Report the location.



iii)
Close any doors through which you pass.




iv)
Do not use the lifts.  (NB: evacuation lift will be operated by designated Evacuation Marshal - see section 2.)



v)
Do not stop to collect personal belongings.




vi)
Report to nearest Fire Assembly Point (FAP):





FAP 3 (end of F block beside steps leading to pedestrian crossing on Coach Lane)





FAP  4 (main car park) 




vii)
Help to ensure that users keep well away from the building, and that there is no unauthorised access to the building.




viii)
Do not re-enter the building without permission.


2.2

 Evacuation Marshals



i)
Encourage users to evacuate the building, using all available exits.




ii)
Check your area to ensure all staff/users have left, including all study rooms, offices and toilets.




iii)
Do not enter any area where there is evidence of fire or smoke.  Before opening any door to a room which does not have a vision panel, check if the door handle is hot.  Do not open any door if the handle is hot.  Report the location of the door to the Evacuation Co-ordinator.




iv)
Close all room doors.




v)
Note any problems - e.g. users refusing to leave, disabled users.  Direct users with mobility problems to the nearest Refuge Point or to an area where there are one or two fire doors between them and the fire if possible.  Reassure them that their location will be reported and their rescue will be first priority.  Fire marshals should not stay with the refuge user.




vii)
Evacuate the building, checking staircases as you leave.



viii)
Report to the Evacuation Co-ordinator and give notification of any problems and the whereabouts of any disabled users unable to evacuate.




ix)
Help to ensure that users keep well away from the building, and that there is no unauthorised access to the building.




x)
Permit re-entry to the building when authorised by the Security Officer.




xi)
If you are away from your area at the time of the fire do not return, but notify the Evacuation Co-ordinator if you know that the area is unsupervised.




xii)
Evacuation Marshals are not firefighters.  Do not put yourself at risk in carrying out these duties.


2.3   
Caretakers


Isolate lifts by bringing them down to the Ground Floor, and immobilising them.  Then report to Evacuation Co-ordinator for further instructions. Caretakers are also responsible for activating the alarm at commencement of fire drills.


2.5 Refusal to Evacuate

Refusal to leave the Building during an evacuation is a disciplinary offence.  If 

possible, smartcards should be obtained from those refusing to leave and names 

of individuals should be notified to the Evacuation Co-ordinator.

Do not delay your own evacuation by trying to persuade anyone who refuses.  


2.7   
University Security
i) Lead the evacuation team (fire marshals and coordinator) until relieved 



by senior managers and/or Fire Officers attending the scene.

ii) Liaise with the Fire Brigade and direct them to the location of the fire




ii)
Security Officer will liaise with the Evacuation Co-ordinator at the Fire Reporting point.




iii)
Security Officer will liaise with the Fire Officer if required, and will instruct Evacuation Marshals to allow re-entry to the building when authorised by the Fire Officer.

3.
Book Security System

When the alarm sounds the book security system should automatically switch off.

4.
Controlled Access System
When the alarm sounds the turnstiles should automatically go into free flow and the mobility gate will open.

5.
Fire Exits


Fire exits are located in the following areas:



Ground Floor

Lift lobby






Far end of Group Study/IT area



First Floor

User Education Room



Second Floor

Silent /Group Study Room



The locks on these will release automatically in the event of a fire

Doors through to G Block on Floors 1 & 2 are also fire exits but should only be       used if the exact location of the fire is known and is not in G Block.

6.
FIRE DRILLS

Fire drills are arranged by the Estate Department (Health and Safety) and are usually held twice per semester (daytime and evening drills).  Occasionally drills will also be held at weekends.

7.
OTHER EVACUATION PROCEDURES

On occasion, evacuation may be required for reasons other than fire.  This could take two forms:


a)
Emergency evacuation


i)
Fire alarm will sound.



ii)
Proceed as for fire.



iii)
In the event of a bomb alert you will be asked to go to the Distant Assembly Point (FAP 4: car park).


b)
Controlled evacuation


i)
Usually by word of mouth however method of communication will be confirmed by security staff or senior managers.



ii)
Ask staff and students to take their coats, bags and personal belongings with them.  This makes the building easier to check for suspicious packages etc.



iii)
Staff should check their area for any suspicious items prior to departure and report their location to the Evacuation Co-ordinator.  Ensure that any equipment is switched off or left in a condition where it can remain unattended for some time.  Leave the building closing any doors through which you pass.



iv)
Evacuation Marshals check their areas as for fire, report to the Evacuation Co‑ordinator at the Distant Assembly Point (FAP4: car park).


v)
Evacuation Marshals are asked to remain at the assembly point to assist the Emergency Control Officer, if required.  This may include helping to search the building.











Annie Kilner






November 2008

CC:
All Library & Learning Services staff


Caretakers


Security

1.  IF YOU DISCOVER A FIRE





Can you safely extinguish the fire without risk to yourself?





NO





YES





�





Sound the fire alarm by hitting the nearest fire break-glass panel





Sound the alarm by breaking the nearest fire break-glass panel.


Use the relevant extinguishers





Close any windows and doors immediately surrounding the fire





Black Label: CO2


Use with electrical appliances.  Not suitable for textile, wood, paper etc. fires








Red Label: Water


Use for general fires, but not near electrical appliances








Evacuate the building as quickly as possible, encouraging others to leave also and closing any doors through which you pass





Proceed to:


Fire Assembly Point 3 at end of F block (beside steps leading to pedestrian crossing on Coach Lane)


Fire Assembly Point 4 in main car park (leaving the Library by back door)
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