Emergency Evacuation Management and Control Policy 

Aberdeenshire council will demonstrate that, in regard of managing the risks associated with Emergency Evacuation it will:

· Identify and assess sources of risk

· Prepare a control system for preventing, reducing or controlling the risk

· Implement and manage and monitor precautions

· Maintain suitable and sufficient records of the precautions implemented and will carry this out for each Aberdeenshire Council premises within the Council’s control. 

· Appoint a person to be responsible for the management and maintenance of the control system and measures adopted. 

The Manager of the establishment has the day to day responsibility for the implementation of these procedures to ensure, so far as is reasonably practicable, the safety of employees and others at council premises

Management has a statutory duty to ensure that compliance is active, continuous and effectively policed. 

The Council must be able to demonstrate it has: 

· Identified all the relevant factors

· Instituted the appropriate corrective or preventive actions and

· Is monitoring the effective implementation of the required solutions. 

Emergency Evacuation Procedures

(Fire, Bomb Threat and Gas leak)

There are 3 identified categories of situation that could result in persons having to evacuate the building, and possibly the site in what would be described as an emergency evacuation.

· Fire

· Bomb Threat (or discovery of a suspicious package)

· Gas leak/Gas escape
There may be other situations, power cut, major water leak etc where an evacuation of the building might be required but it is unlikely that there would be the same urgency to evacuate the building with such haste.

Fire
In the event of being notified of a fire all occupants, whether staff or visitors, should be evacuated to a place of safety.

All employees should be aware of the current evacuation procedure for the building in which they are present.

This information will be available either through induction on starting employment or via ‘fire notices’ posted throughout the building.

On hearing the alarm which, depending on the system used, could be verbal, or an audible/visual alarm system.

Many buildings are now fitted with Automatic Fire Detection (AFD) that activates the alarm when fire or smoke is present in the area they are installed.
Some buildings will still require the alarm system to be activated manually by means of an Emergency Break Glass or Call Point.

The specific fire action notice for your building will give details of the appropriate action to take in the event of discovery of a fire and where the alarm has sounded.

An example of a fire action notice is available at the following link
Fire evacuation route plans should also be available in relevant locations. These detail the route to the nearest fire exit.

Fire signage should also direct you to the nearest available fire exit

In general the appropriate action is:

On discovering a fire - activate the alarm system and evacuate the building by the nearest available fire exit.

Do not attempt to tackle the fire unless you have had specific training to do so and you are not putting yourself at an unacceptable level of risk.

Make your way to a safe area (normally a fire assembly point) and stay there until the all clear is given or instruction given to evacuate the site.

Never re-enter the building unless instructed to do so by an authorised person.

In some of the larger establishments a fire warden system will be in place. Fire wardens are appropriately trained and may instruct evacuees on action they must take. These wardens are normally identifiable by a fluorescent arm band.

Personal Emergency Evacuation Plans – If there are individuals based within any establishment that require assistance to evacuate then they should have a PEEP prepared to detail any specific action required to assist them in evacuating the building safely.

It is the responsibility of the individual’s line manager to ensure that a PEEP is completed where necessary. If assistance in completing a PEEP is required this can be sought through the Health and Safety Unit on 01224 664118
PEEP forms are available by clicking the following link
Other information on fire related topics are available as follows

Fire Risk Assessment and Fire Training
A fire checklist that can be used to carry out monthly or weekly checks of a premises
Bomb Threat/Suspicious Package
There is always a possibility, albeit a very low one, that a suspicious package could be left in the building where you are based.

It is also possible that a call, stating the presence of a bomb, in a council building, could be received by an employee.

If a bomb threat were to be received the individual answering the call should try to record as much information about details stated in the call and the caller themselves.

The police should then be contacted on their emergency number (999) as soon as possible to provide guidance on any further action.

If information on the location of any device is given then this information should be passed onto both the police and the council’s Facilities Team leader immediately
The Facilities Team Leader or their representative will then take one of the following actions, dependant on the advice given by the Police.

· Evacuate the affected area of the building, identifying and prohibiting entry to any unsafe areas within the site that are in proximity to the device
· Evacuate the entire building, identifying and prohibiting entry to any unsafe areas within the site that are in proximity to the device

· Carry out a search to confirm whether a device is present (UNDER NO CIRCUMSTANCES SHOULD ANYONE APPROACH OR TOUCH THE DEVICE)
· Ignore the threat and record the details.

If the building has been evacuated no person should attempt to re-enter until given the all clear by the police or other authorised person.

Gas Leak
On discovery of any gas leak the safety of the occupants is of priority.

If you smell or gas or suspect that there is a gas leak in the building you should notify the facilities team as soon as possible. (01224 664463)

If the building is required to be evacuated then care should be taken to ensure that the building occupants are not directed into the area of the leak and are similarly evacuated to a safe area that would not be in direct danger from any resultant explosion.

No person should re enter the building until it is deemed safe to do so by the gas engineers.
The emergency contact for the utility provider is TRANSCO on 0800 111 999 who will send out an engineer.

Release of toxic gasses

In the event of toxic gas being released within the facility, the following procedures should be followed:

Activate the nearest alarm ‘call point’ taking measures to direct persons away from the affected area
Immediately evacuate the building and call the emergency services – specify CHLORINE GAS EMISSION etc

Ensure all changing rooms and toilet areas are evacuated

Do not stop to collect any clothes or belongings, in a controlled evacuation of the building foil blanket covers will be distributed

Occupants should gather at the normal assembly points, unless this is down wind of the toxic gas, if so then move at least 50 metres upwind of the toxic gas

Any person who has inhaled gas should be taken to hospital as serious symptoms may develop at a later stage
There is a separate procedure for those working in pool areas where their activities may result in such a release. This procedure is available by clicking the following link
