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INTRODUCTION



1.0.	The Fire Precautions (Workplace) Regulations 1999 (as amended), requires employers to provide fire safety training to all staff on ‘action in the event of fire’ at least annually.  However, due to the size and numbers of staff employed by UCL and Middlesex University and associated organisations at The Archway Campus�, it is recognized by the fire brigade that it is not practical to carry out specific annual fire safety training to every member of staff.  Therefore, it has been agreed that a small number of more specifically trained staff in the form of Fire Evacuation Marshals (FEMs) will be sufficient.  The primary duties of FEMs is to take appropriate action if a fire occurs - i.e. raise the alarm or take appropriate action on hearing the fire alarm; and assist in maintaining a ‘fire safe’ environment for staff, students & visitors in their department / clinic.





DUTIES OF THE HEAD OF DEPARTMENT / CLINIC



2.0.	Heads of Departments / Clinics� (HoDs) must nominate sufficient people to undertake any special roles identified in the Fire Policy for The Archway Campus.  



(Comment): HoDs must appoint adequate numbers of Fire Evacuation Marshals (FEMs) for their areas of responsibility.  Furthermore:



FEMs should be appointed based on a minimum of two persons per floor, part floor or separated area occupied by the department / clinic - one member of staff deputising for the other.  



HoDs must appoint a Senior FEM (from the department FEMs) nominated in each building occupied by the department.  They are to liaise, not only with the department's / clinic’s FEMs, but also specifically with other departmental / clinical Senior FEMs within the building if multi-occupied, and with The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor on activation of an alarm.  





It is recommended a member of staff who has a working knowledge of the layout, functions and hazards associated with the building / department’s / clinic’s activities (e.g. Department / Clinic Safety Officer) be appointed as Senior FEM(s).  Appropriate training will be provided for FEMs on a regular basis with suitable records kept centrally by The Archway Campus Estates and Facilities Office.



HoDs must consult employees (or their representatives) about nominations to perform special roles (FEMs) and about your proposals for improving the fire precautions within the department / clinic.





DUTIES OF FIRE EVACUATION MARSHALS (FEMs)



Senior Fire Evacuation Marshal (SFEM)



3.0.	HoDs MUST appoint a senior member of staff for those departments / clinics within each building that they occupy to become a Senior FEM (SFEM).  Their duties are:



a.	To co-ordinate the department / clinic (building) FEMs 



b.	To liaise within each building (if multi-occupied) between departmental FEMs to ensure appropriate information is given to The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor enabling assistance to be given to the Fire Brigade 



Administer and organise the duties of the departments’ FEMs, as required





Duties of Fire Evacuation Marshals (FEMs)



4.0.	On hearing the fire alarm, FEMs are to carry out the following:



a.	Put on FEM armband (supplied by The Archway Estates and Facilities Office) for identification purposes.



b.	Ensure that the alarm has been raised (if not already activated) by operating the nearest Fire Alarm Manual Call Point and/or dialling extension (7288) 3429 or (8411) 6020, as appropriate.



c.	Start to check their area of responsibility by requesting politely but firmly that all staff, students and visitors evacuate the building immediately by the nearest available exit route and proceed to the designated Fire Assembly Point.



d.	Check all ‘Common/Shared’ areas within the department / clinic to ensure occupants have evacuated the building, including the following areas:



(i)	Computer cluster rooms, seminar rooms 



(ii)	Lecture Theatres 



(iii)	Staff rest rooms and toilet facilities



(iv)	Cleaners' cupboards 



(v)	Areas in which contractors are working within the building - if their location is known



e.	Check and/or remind occupants that where hazardous processes are being used, to shut down safely and quickly (where appropriate) before leaving the area.  If this is not possible, a responsible person must inform The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor of the hazard and effects etc, on leaving the building.



f.	Report to The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor on leaving the building with the following information:



(i)	The location of the fire, the cause of the fire (if known) and any other relevant information available



(ii)	That their area of responsibility is clear, or, if persons are still left in their area, where and why they are still there (i.e. they refused to leave, dealing with hazardous process, disabled persons in refuge). 



(iii)	Location of hazardous materials or processes to be identified to the Fire Brigade on their arrival through the Archway Campus Site Manager / Assistant Site Manager / Security Supervisor



g.	Proceed to the Fire Assembly Point, taking evacuees with you; however: 



(i)	Note: In some buildings it may be necessary for The Archway Campus Site Manager / Assistant Site Manager / Security Supervisors to position themselves (if safe to do so) at entrances/exits to prevent persons re-entering, whilst the emergency evacuation is in progress



h.	Inform occupants that they may re-enter the building only when The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor has indicated that it is safe to do so.



i.	The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor to remind the fire brigade that 'Building Plans' are available in the Fire Brigade Information Boxes adjacent to the fire alarm within the building.  (Note: Not all building plans are yet completed). 



4.1.	To carry out their duties effectively, FEMs need to:



a.	Get to know and liaise with their Senior and fellow FEMs - even if they are from a different department



b.	Walk all escape routes in their area of responsibility, even if they are routes that are not often used.  If the doors are alarmed - get site security to isolate the alarms temporarily.  It is essential for FEMs to know the immediate escape routes so that they can confidently send others that way in the event of an emergency evacuation.

 

	c.	Be pro-active



4.2.	Assist in maintaining a ‘fire safe’ environment by carrying out regular checks of fire extinguishing equipment, escape routes for obstructions or storage and that fire doors are not wedged open etc.



Report problems with fire safety equipment or procedures to the Archway Campus Estates and Facilities Office via the helpdesk number 020 7288 5213





4.4	In undertaking your FEM role it would be helpful if you can also



Ensure new staff starting in your department 



Have been given a copy of The Archway Campus Fire Policy (a copy is available on the Archway Campus web page at http://www.archway.ac.uk/estates/fire.htm

Know how to raise the alarm in the event of an emergency

Are aware of the importance of closing fire doors

Are aware of escape routes

Are aware of where the Fire Assembly Point is



FIRE ACTION



5.0.	On discovering a fire - operate the nearest fire alarm call point:



The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor are immediately aware a fire alarm is active via pagers carried by them.  These are linked to the main campus fire alarm panel and via the pagers the above will know in which building the alarm has been activated and will immediately arrive at the building to take control of the evacuation and call the fire brigade if necessary.



If it is evident that a fire is occurring, then call the Fire Brigade do not delay.  Dial 9-999 and state the full address “The Archway Campus 2-10 Highgate Hill London NW19 5LW”.  On leaving the building advise The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor that you have called the Fire Brigade.



5.1.	Only attempt to fight the fire, if it is safe and practical to do so – using an appropriate fire extinguisher (if trained), always read the instructions before use.  Do not use WATER on ELECTRICAL or FLAMMABLE LIQUID fires.



5.2.	On hearing the fire alarm - leave the building by the nearest AVAILABLE EXIT



CLOSE - all doors & windows as you leave



Do NOT - stop to collect belongings



Do NOT - use the lift. 



Do NOT - re-enter the building until instructed to do so by The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor.





5.2.	When clear of the building, proceed to your designated FIRE ASSEMBLY POINT.





OTHER MATERS TO CONSIDER



6.0.	Try to ENSURE that occupants do not obstruct the main entrance, by moving them to the Fire Assembly Point.  This allows the Fire Brigade to carry out operations and to position their appliances close to the building.  



6.1.	Once at the Fire Assembly Point try to ensure that occupants DO NOT obstruct the vehicular routes.





FEM 'DON’TS'



7.0.	DO NOT re-enter the building until told, even if the alarm bells are silenced, this DOES NOT mean that the incident is finished.  It is more likely that site security / the Fire Brigade have silenced the bells while they search the building, to protect their hearing and so not to interfere with their personal radios.



7.1.	DO NOT enter the building to carry out your duties; if you are already outside and the bells are ringing (i.e. if you just arrived at work or from lunch), leave your area to other FEMs.  You can assist by checking that your staff have been accounted for at the Fire Assembly Point and passing relevant information on to The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor



7.2.	DO NOT go to other areas of the building to carry out your FEM duties, leave to the appropriate FEM for that area - you may become trapped or overcome smoke.



7.3.	DO NOT get into arguments or distracted from your task





FEM 'Dos' 



8.0.	DO wear your armband as identification and as a mark of your authority.



8.1.	Encourage occupants to leave the building as quickly but also as safely as possible and by the most direct route.



8.2.	CONTINUE to move staff, students and visitors on leaving the building - to the FIRE ASSEMBLY POINT.





WHAT DO YOU DO IF SOMEONE REFUSES TO LEAVE THE DEPARTMENT / CLINIC / BUILDING?



9.0.	DO NOT ague with them.



a.	Note the room details or the area where you last saw them.



b.	When reporting to The Archway Campus Site Manager / Assistant Site Manager / Security Supervisor on leaving the building, pass on the details - generally the Fire Brigade will have a one-way conversation with them on meeting them.



c.	Do not force or spend too much time with these people, they are the fools!





PEOPLE WITH DISABILITIES



10.0.	Do any disabled staff, students or visitors in your department / clinic need assistance in the event of an emergency?  Departments / clinics are to ensure that their ‘duty of care’ to persons with disabilities has been undertaken.  The following questions need to be asked and addressed for each individual person:



10.1.	Do any disabled staff, students or regular visitors in your area of responsibility need assistance in the event of an emergency?  Has a Risk Assessment and a Personal Emergency Evacuation Plan (PEEP) been carried out, which identifies suitable managerial and practical assistance to those persons in achieving safe egress from the building in the event of a fire evacuation?



How their disability might effect the fire evacuation of themselves and others?



Can they make their own way out or do they need an assistant?



Will they need to be placed in a Refuge? 



Have safe places or refuges been identified to place disabled person/s in, while awaiting the arrival of the Fire Brigade?



Who will accompany or escort the disabled person/s out of the building, or stay with them if they are placed in a refuge?



Do the Fire Brigade know where to go, who tells them? 



Once all persons with disabilities have been identified by the department, then a ‘Responsible Person’ is to be nominated to conduct an individual 'Assessment for Emergency Egress for Persons with Disabilities' issued by the UCL Fire Officer or The Archway Campus Site Manager.  







HUMAN BEHAVIOUR



11.0.	Reaction times will be governed by individuals and the following:



Is it yet another fire drill/false alarm and do I need to bother?



I will go and have a look first?



I will not do anything until I am told what to do by a superior!



I have not read the Fire Action Notices - confusion! 



The average evacuation time of a building is 2½ to 3 minutes - by the time the above kicks in, this time is being seriously eroded.







When the fire alarm activates between 80% & 95% of occupants will leave by the way they entered the building – not necessarily but the most direct route (particularly if it is unfamiliar)!





They will not use the fire exits provided or signed, as it is unfamiliar territory or they may be alarmed for security reasons.



They will move in groups as family, friends or at the oldest / youngest person’s speed.



They may not leave without personal effects, finishing a task / their meal etc - if they leave, they often wish to return to collect personal items (coats laptops etc).







PROBLEMS &/OR REPAIRS 



12.0.	If you discover a fire door or fire fighting equipment:



Missing,



Damaged, or



You are unsure of its condition!



Report it to The Archway Campus Estates and Facilities Office via its helpdesk number 020 7288 5213 



If the problem is part of the Building Structure, please report the damage to The Archway Campus Estates & Facilities via its helpdesk number 020 7288 5213 







Keep a record of your maintenance problems and dates - fire safety measures should have priority.





REGULAR CHECKS OF FIRE EXTINGUISHERS 



13.0.	On a regular basis, please check the fire extinguishers in your local to ensure that they are:



a.	Not missing / not leaking / not damaged



b.	That the safety pins and security seals are in place 



Any damage or missing extinguishers to be reported to The Archway Campus Estates and Office via its helpdesk number 020 7288 5213



13.2	A user fire extinguisher monthly check sheet has been devised to help with monitoring the above. A copy is available on the Archway Campus web page at http://www.archway.ac.uk/estates/fire.htm





(End)

� Whittington Postgraduate Education Centre (WPGEC) / National Institute of Medical Herbalists (NIMH) / ASANTE Academy of Chinese Medicine (ASANTE) / Camden and Islington Primary Care Trust (CIPCT) / Camden and Islington Mental Health and Social Care Trust (CIMHT)



� This term includes Heads of Academic Departments, Institutes, Centres, Schools etc. and the Heads of Administrative Divisions at both UCL and Middlesex including Heads of Departments / Clinics WPGEC / NIMH / ASANTE / CIPCT /CIMHT
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