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Alternative Format Statement

We are committed to ensuring all our materials are accessible to everyone. If you

require this document in an alternative format please contact:

Quality Improvement Team
Email: Quality@bacoll.ac.uk
Phone: 01388 443069

Please note: On our website we have the Recite Accessibility toolbar. If you select
Accessibility on the top toolbar, any text on the website, including linked policies and

procedu res can:

e Dbe converted from text to speech
e Dbe translated into over 100 languages including 65 text to speak voices

e have its colour, scheme, text, font style, size and spacing changed

Uncontrolled if Printed Page 2 of 10 BAC-HS-02
Issue 4 Rev O



:b Bishop

Auckland Bishop Auckland College Emergency

Fire E i
14 College Croup ire Evacuation

Contents
Section and Title Page Number
Alternative Format Statement 2
1.0 Purpose 4
2.0 Scope 4
3.0 References 4
4.0 Definitions 4
5.0 Procedure 5
6.0 Documentation 8
7.0 Quality Records Schedule 9
Contact Information 10
Uncontrolled if Printed Page 30f10 BAC-HS-02

Issue 4 Rev O




:b Bishop

Auckland

2% College Group

Bishop Auckland College Emergency Fire

Evacuation
Responsibility

1.0 Purpose

1.1 To communicate the actions to be taken by staff, students, visitors,
and contractors in the event of an emergency evacuation (ref 4.1)
at Bishop Auckland College.

2.0 Scope

2.1 This procedure applies to all staff, students, visitors and contractors
at Bishop Auckland College.

22 As this procedure involves processing personal data, data
protection regulations will be adhered to. Please refer to the Data
Protection Policy (ref: POL-DP-01) for further information.

3.0 References

3.1 Bishop Auckland College Health and Safety Policy POL-HS-01

3.2 Duty Manager Handbook Q-DM-02

33 Emergency and Business Continuity Plan RM-EP-01

3.4 Guidelines for Completing a Quality Records Schedule Q-QR-01

35 General Data Protection Regulation Policy POL-DP-01

4.0 Definitions

4] Emergency Evacuation — Evacuation of the College building due to
fire (alarm).

4.2 First County — Fire alarm system call centre for Bishop Auckland
College.

43 Fire Marshals — Staff trained and identified by high-visibility vests to
assist with evacuation.
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5.0 Procedure
5.1 Discovery of a Fire
511  Any member of staff, student, visitor, or contractor who discovers a

fire must operate the nearest fire alarm call point immediately.

Note: Activating the alarm will trigger all alarms in the relevant building.
Out-of-hours alarms are monitored by First County, who will notify

the Estates Team.

5.2 Actions During an Emergency Evacuation

Note: These actions must be performed without endangering yourself.

5.2.1 General Staff, Students, Visitors, Contractors

¢ |Leave the building immediately and proceed to the designated Fire
Assembly Point.

e Wheelchair users or ambulant disabled persons should proceed to
identified safe havens and use intercoms to communicate for

assistance.

5.2.2 Duty Manager (ref 3.3)

5221 0On hearing or being informed of a fire alarm, take your radio and
mobile phone and remain at the fire panel until the Estates Team
confirm the status (false alarm or active fire). Communicate with

persons at refuge points and guide their actions.

5222 If an actual fire is confirmed, immediately call the fire brigade,
continue communication with refuge locations, and direct them
away from the fire using horizontal evacuation routes. Upon arrival

of the fire service, liaise with the officer and provide site information.

5.2.2.3 When safe to return, communicate the all-clear to staff in charge of

Responsibility

Staff/Student/

Visitor/ Contractor

Staff/Student/

Visitor/ Contractor

Duty Manager/
Estates Team

Duty Manager/Fire
Alarm System Call

Centre

Duty Manager/Fire

assembly points, and relay two blasts of the air horn to the relevant Marshalls
points.
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5.2.3 Student Services Reception

5.2.3.1 Collect radio, mobile phone, and air horn, then leave the building.

5.2.3.2 Go to the assembly point and await instructions from the Duty
Manager, Estates Team, or Health and Safety Advisor

5.2.4 Estates Team

5.2.4.1 Check the fire alarm panel to identify the fire location (unless Duty

Manager is already there).

5.2.4.2 If safe, confirm whether the alarm is false or an active fire and

report immediately via radio.

5.2.4.3 Assist the fire brigade at the entrance as required, including

isolating services such as water, gas, or electricity.

5.2.5 Staffin Charge of Students

5.2.5.1 Stop all activity and guide students to assembly points via safe

routes

5.2.5.2 Escort students and avoid panic.

5.2.5.3 Account for all students at the assembly point.

5.2.5.4 Report any missing persons to the Fire Officer and/or Health and
Safety Advisor

5.2.6 Health and Safety Advisor (if available)

5.2.6.1 Receive information at the main entrance on missing staff, students,

or visitors.

5.2.6.2 Report to the Fire Officer and direct them to the fire if necessary.

5.2.7 Fire Marshals

5.2.7.1 Assist with safe evacuation to assembly points and safe havens.

Responsibility

Student Services
Receptionist

Student Services

Receptionist

Estates

Team/Designate

Estates

Team/Designate

Estates

Team/Designate

Staff in charge of
Students

Health and Safety
Advisor

Health and Safety
Advisor

Fire Marshals
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5.3 Personal Emergency Evacuation Plans (PEEPs)
531 APEEP s abespoke escape plan for individuals who cannot reach Staff identified
Safety unaided. within the PEEP
Stages:
i) Go to the nearest refuge point and communicate with the fire
panel via intercom.
i) If instructed, move horizontally to the refuge point farthest from
the alarm.
iii) Use the intercom at the secondary location for further
instructions, including rescue if necessary.
Note: Follow the PEEP during all fire evacuations. See PEEP Procedure for
more information.
5.4 Reporting, Investigation, and Records
5.41 After an unplanned evacuation, incidents will be investigated and Health and Safety
Advisor
reported to the appropriate working group (Health and Safety
Committee, Emergency Planning Committee).
542 A copy of the report will be retained by the Health and Safety Health and Safety
. Advisor
Advisor.
543 Recommendations from the report must be implemented by the Health and Safety
Advisor
Health and Safety Advisor.
5.5 Records
551 The Health and Safety Advisor maintains all records, determining Health and Safety
Advisor
location, retention, and disposal using the ‘Guidelines for
Completing a Quality Records Schedule’ (ref 3.4). Section 7 includes
the Quality Records Schedule.
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6.0 Documentation

6.1 HS-P-05 Fire Evacuation Procedure
6.2 Personal Emergency Evacuation Plan (PEEP) Procedure

6.3  Advice on Action for Emergency Fire Evacuation during COVID-19
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7.0 Quality Records Schedule

Bishop Auckland College Emergency Fire Evacuation

Identification of Medium Storage Location/ Retention Period Access Rights/ Method of Disposal
Record Protection Retrieval
Fire Risk Paper Based Health and Safety 5 Years Open Destroyed
Assessment Log Advisor (shredded on site)
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Contact Information

For questions or feedback regarding this Procedure, please contact:

Russell Watson
Health and Safety Advisor
Email: Russell.watson@bacoll.ac.uk

Phone: 01388 443049
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