See - www.uclac.uk/estate s/ mainte nanc e/fire/risk-a sse ssments for yourbuilding fire risk pro file & staff training familiarsation periodsof2,3 or4 yeady

Note: The Head of Department (HoD) must ensure that alltemporary and permanent staff, postgraduate research students
and others working formore than 3 daysin the Departmentreceive localfire safety induction, assetout below. The HoD may
designate a membex(s) of their staff such as DSO or FEM etc. to undertake familiarsation. Use this form when canying fire
safety familiarsation to record training and the Departmentretain a completed copy asa record forthe Fire Brigade. Tck the
reason forthe induction/ familiansation below.

DNew staff induc tion I:IReﬁesher(Z, 3 or4 yeady) DChange of work location orbuilding (Rev 11/ Dec 15)

:hcmased risk due to change of work process, equipmentorenvironmentetc.

UCLHRE SAFEIY MANAGEMENT- IOCALINDUCTION & FAMIITARISATION FORM
(ForAllPermanent & Temporary Staff, Postgraduate Research Students & Visiting Wo rke rs)

UCLFre Technical
Note IN086

Name: Job Title: Date: __ __
Person Providing Induc tion / Familiarisa tion: Department/ Faculty:
Building : Floor: Room:__

D* Have you completed Basic Fire Safety course on Moodle (www.uclac.uk/moodle)? You should
complete thisonline training aspart of yourovermall fire safety familiarization training.

SUBJ]IJ']S rIO BECOV IN WAHmomD:DMustbe completed in allcases, ticking boxesas

approprate):

|:|* How to raise the fire alamm on discovering a fire & the action to be taken on hearing the fire
alam*

|:|* How to call the Fire Brigade eitherby dialling Ext: '222' or(9)999 (oras perlocalamangements)*
|:|* A physical walk of the Fire Escape Route (s)* (*MUSTbe completed on hitial hduc tion & at re fre she rtrining);
O From the workstation to all floor fire exits (ie. from work location to the stairsorexte malexitsifon the ground floon);

From fire exits on the floor on which the workstation is situated to the relevant extemal exit doors of the
building (ie. from the stairsto the exit used to leave the buiding);

O A physical walk of route (s) to the building’s Fire Assembly Point(s) (Fnot fie obvious from finalexit);

The identification of Fire & Smoke Resisting Doors and theirimportance in preventing the spread of fire

& smoke into occupants escape routes from the building (Doors marked, as ‘Fie Door Keep Shut’ | ‘Fie Door
Keep Iocked’ must not be propped orwedged open underany circumstances-see IN 014/ TN 015 / IN 016);

|:|”< Demonstrate the following, where applicable:

The Emergency Door Release Mechanisms (to ensure familiarisation with the operation of doorrelease mechanism
such as ‘Push Barsto Open’, Thumb Tums, Inperialbreak glasslocks & otherdoorrelease devicesasappropriate see TN 002).

Hectromagnetic Door Iocking Systems (Release & Emerngency Break Glass ovemides fitted to doors with electronic

se curnty systems, operation of the physical ‘green box’ overide release. Note: most doors fitted with ele ctromagnetic loc ks wil
release automatically on actvation of the fie alarm system - see TN 002 / IN 004);

|:| In Addition and where appropriate:

Informing individual members of staff of their ‘duty of care’ to assist in the evacuation of students, the

public and disabled people (ie. evacuation of occupants from lbrares, museums, cluster moms, lecture theatres and
seminarrmoms, the non-use oflifts, localre fugesand armange me nts forassisting those with disabilitie s e tc.);

O An explanation as to Fire Safety Signs and theirme aning [see TN 090 & IN 095]

|:| Specific orOtherRelevant Iocal Information / Instruc tions:

Forthose working in areas where ‘Shut Down’ procedures apply (Iabomtornes /| Workshops / Kitc he ns safe ty shut
down proceduresin the eventoffire -ie. powerfequipment /gascylinderisolation orhazardousprocessshut down etc.)

PIO to record furthernotes:

Iconfirm thatThave received & understood the instruc tions & information identified above:

Name: Sig na ture: Date: __

TIN** = See the relevant UCLFire Safety TechnicalNote reference numberat the fire safety web: www.uclac.uk/fire / % Information contained in loc al Fire
Action Notices Revision: 11 / Dec 15 issued by: Fire Safety Manager, UCLEstates, GowerStreet, london WC1E6BT/ fire @uc Lac .uk



