
Se e  - www.uc l.a c .uk/ e sta te s/ ma inte na nc e / fire / risk-a sse ssme nts fo r yo ur b uild ing  fire  risk pro file  & sta ff tra ining  fa milia risa tio n pe rio d s o f 2, 3 o r 4 ye a rly 

Note : The  He a d  o f De pa rtme nt (Ho D) must e nsure  tha t a ll te mpo ra ry a nd  pe rma ne nt sta ff, po stg ra d ua te  re se a rc h stud e nts 

a nd  o the rs wo rking  fo r mo re  tha n 3 da ys in the  De pa rtme nt re c e ive  lo c a l fire  sa fe ty induc tio n, a s se t o ut b e lo w.  The  Ho D ma y 

d e sig na te  a  me mb e r(s) o f the ir sta ff suc h a s DSO o r FEM e tc . to  unde rta ke  fa milia risa tio n.  Use  this fo rm whe n c a rrying  fire  

sa fe ty fa milia risa tio n to  re c o rd  tra ining  a nd  the  De pa rtme nt re ta in a  c o mple te d  c o py a s a  re c o rd  fo r the  Fire  Brig a de .  Tic k the  

re a so n fo r the  induc tio n /  fa milia risa tio n b e lo w.  

  Ne w sta ff induc tion    Re fre she r (2, 3 or 4 ye a rly)    Cha ng e  of work loc a tion or building  

  Inc re a se d risk due  to  c ha ng e  of work proc e ss, e quipme nt or e nvironme nt e tc . 

UCL Fire  Te c hnic a l 

Note  TN086 

(Re v 11 /  De c  15) 

UCL FIRE SAFETY MANAGEMENT -  LOCAL INDUCTION & FAMILIARISATION FORM 
(Fo r All Pe rma ne nt & Te mpo ra ry Sta ff, Po stg ra dua te  Re se a rc h Stude nts & Visiting  Wo rke rs) 

 

_____________________________________________________________________________________________________________PTO to  re c ord furthe r note s: 

I c o nfirm tha t I ha ve  re c e ive d  & und e rsto o d  the  instruc tio ns & info rma tio n id e ntifie d  a b o ve : 

Na me :  __________________________________________ Sig na ture :  _____________________________ Da te :  ____________ 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
TN## = Se e  the  re le va nt UCL Fire  Sa fe ty Te c hnic a l No te  re fe re nc e  numb e r a t the  fire  sa fe ty we b : www.uc l.a c .uk/ fire  / Info rma tio n c o nta ine d  in lo c a l Fire  

Ac tio n No tic e s Re vision: 11 /  De c  15 issue d  b y: Fire  Sa fe ty Ma na g e r, UCL Esta te s, Go we r Stre e t, Lo nd o n WC1E 6BT /  fire @ uc l.a c .uk 

Na me : _____________________________________________ Job Title : ________________________ Da te : ________ 

Pe rson Providing  Induc tion /  Familia risa tion: ___________________ De pa rtme nt /  Fa c ulty: _________________ 

Building : ________________________________________________ Floor: _____________________ Room: ____________ 

* Ha ve  you c omple te d Ba sic  Fire  Sa fe ty c ourse  on Moodle  (www.uc l.a c .uk/ moodle )?   Yo u sho uld 

c o mple te  this o nline  tra ining  as part o f yo ur o ve ra ll fire  sa fe ty familiariza tio n tra ining . 

SUBJECTS TO BE COVERED IN WALKROUND: (* Must b e  c o mple te d  in a ll c a se s, tic king  b o xe s a s 

a ppro pria te ): 

* How to  ra ise  the  fire  a la rm on disc ove ring  a  fire  & the  a c tion to  be  ta ke n on he a ring  the  fire  

a la rm* 

* How to c a ll the  Fire  Brig ade  e ithe r by dia lling  Ext: '222' or (9)999 (or a s pe r loc a l a rra ng e me nts)* 

* A physic a l wa lk of the  Fire  Esc a pe  Route (s)# (# MUST b e  c o mple te d o n Initia l Induc tio n & a t re fre she r tra ining ); 

 From the  worksta tion to  a ll floor fire  e xits (i.e . fro m wo rk lo c a tio n to  the  sta irs o r e xte rna l e xits if o n the  g ro und flo o r); 

 From fire  e xits on the  floor on whic h the  worksta tion is situa te d to  the  re le va nt e xte rna l e xit doors of the  

building  (i.e . fro m the  sta irs to  the  e xit use d to  le ave  the  b uilding ); 

 A physic a l wa lk of route (s) to  the  building ’s Fire  Asse mbly Point(s) (If no t fire  o b vio us fro m fina l e xit); 

 The  ide ntific a tion of Fire  & Smoke  Re sisting  Doors a nd the ir importa nc e  in pre ve nting  the  spre a d of fire  

& smoke  into  oc c upa nts e sc a pe  route s from the  building  (Do o rs marke d, a s ‘ Fire  Do o r Ke e p  Shut’  / ‘ Fire  Do o r 

Ke e p  Lo c ke d’  must no t b e  p ro ppe d o r we dg e d o p e n unde r any c irc umstanc e s - se e  TN  0 1 4  /  TN  0 1 5  /  TN  0 1 6 );  

* De monstra te  the  following , whe re  a pplic a ble : 

 The  Eme rg e nc y Door Re le a se  Me c ha nisms (to  e nsure  fa milia risa tio n with the  o p e ra tio n o f do o r re le a se  me c ha nism 

suc h as ‘ Push Bars to  Ope n’ , Thumb  Turns, Impe ria l b re ak g la ss lo c ks & o the r do o r re le a se  de vic e s a s a ppro pria te  se e  TN 002). 

 Ele c troma gne tic  Door Loc king  Syste ms (Re le ase  & Eme rg e nc y Bre ak Glass o ve rride s fitte d to  do o rs with e le c tro nic  

se c urity syste ms, o pe ra tio n o f the  physic a l ‘ g re e n b o x’  o ve rride  re le a se .  No te : mo st do o rs fitte d with e le c tro mag ne tic  lo c ks will 

re le ase  auto matic a lly o n ac tiva tio n o f the  fire  a larm syste m - se e  TN  0 0 2  /  TN  0 0 4 ); 

 In Addition a nd whe re  a ppropria te : 

 Informing  individua l me mbe rs of sta ff of the ir ‘duty of c a re ’ to  a ssist in the  e va c ua tion of stude nts, the  

public  a nd disa ble d pe ople  (i.e . e va c ua tio n o f o c c upa nts fro m lib ra rie s, muse ums, c luste r ro o ms, le c ture  the a tre s and 

se mina r ro o ms, the  no n-use  o f lifts, lo c a l re fug e s a nd arra ng e me nts fo r a ssisting  tho se  with disa b ilitie s e tc .);  

 An e xpla na tion a s to  Fire  Sa fe ty Sig ns a nd the ir me a ning  [se e  TN 090 & TN 095] 

 Spe c ific  or Othe r Re le va nt Loc a l Informa tion /  Instruc tions: 

 For those  working  in a re a s whe re  ‘Shut Down’ proc e dure s a pply (Lab o ra to rie s / Wo rksho ps / Kitc he ns sa fe ty shut 

do wn pro c e dure s in the  e ve nt o f fire  - i.e . po we r/e q uipme nt / g as c ylinde r iso la tio n o r ha zardo us pro c e ss shut do wn e tc .) 


