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Any person or organisation booking a University of Reading centrally booked room, theatre or facility is responsible for ensuring that the area is evacuated safely in the event of a fire or other emergency. 
Event organisers must take responsibility for: 
1. Making themselves aware of the fire arrangements in the building:

· How to raise the alarm in the event of a fire;

· What the fire alarm sounds like; 

· How to summon emergency assistance;

· The evacuation routes;

· The location of the fire assembly point(s).

2. Ensuring that you provide adequate numbers of trained personnel to assist with evacuation of the area that you have booked. This is particularly important where events take place outside the normal University working hours of 9am to 6pm. 

3. Ensuring that ensure that your class, guests or clients are made aware of the arrangements. 
4. Acquainting yourselves with the building and room safety notices.

5. Keeping all corridors, main circulation areas and foyers free of obstruction at all times.

6. In an emergency room occupants must leave the building by the nearest evacuation route. Do not re-enter the building until the Fire Officer in charge or the Evacuation Officer tells you it is safe to do so.

7. All persons in charge of a class or event in a centrally booked room must ensure that the room is clear of people before making your own way to the assembly point. You must report the fact that the room has been evacuated to the Evacuation Officer. 
8. To call for assistance dial 6300 on any internal telephone to connect with University Security Control (Emergencies only) or 0-999 to contact the Emergency Services directly. 
9. [image: image3.wmf]Event organisers must check if their event will be attended by anyone with a mobility impairment or other disability. You should discuss with the University which venues will be suitable to enable a safe evacuation in the event of fire, and agree an evacuation plan.  
10. If evacuation arrangements for a disabled person are likely to involve the use of a refuge area, you must ensure that someone from your  class/group will assume responsibility for assisting the disabled person to the refuge point. It is preferable if they remain with the disabled person while the situation is assessed. You must also make arrangements for the presence of person(s) in the refuge area to be reported to the Evacuation Officer. 
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