
University of Birmingham Multi Faith Chaplaincy

Health & Safety Guidelines for persons in charge of events in St Francis Hall (SFH)
· There may be no members of staff (ie no first aiders or fire wardens) in SFH after 16.30 on Monday to Friday or at all at weekends.
· The person in charge of an event is responsible for the health, safety and security of their group and should risk assess the group’s activities.  The Guild of Students will give advice on this to Guild groups.

· In the event of a fire or other emergency University Security should be contacted on their emergency number 0121 414 4444 or using the emergency phone in the reception area.  There are Security staff on duty around the clock every day of the year.
· If the Emergency Services are contacted directly, ie via 999, University Security should be informed immediately.
· The person in charge will be the main point of contact for University Security or the Fire Service in the event of the building having to be evacuated.  They should be aware of who is attending their meeting, and be able to account for them all in the event of an emergency evacuation.  
· The person in charge should be particularly aware of whether anyone may have difficulty evacuating due to a disability (nb there are level evacuation routes from all areas of the building).
· The fire alarm is a continuously ringing bell.
· The person in charge should familiarise themselves with the position of the fire exits and ensure that the route to them is kept clear at all times.  If necessary they should brief others on the fire procedures.
· The person in charge should be able to direct people to the fire exits and from them to the assembly point, which is in the D-shaped area in front of the Guild.  It is particularly important that anyone exiting from the back of the building doesn’t just leave, but makes their way to the front of the building so that they can be accounted for.
· If an accident or incident takes place while a group is in the building, the person in charge should contact the Administrator or University Security who can carry out first aid and summon the Emergency Services if required.  The organiser should ensure that a report form is completed online.  The forms can be found at https://intranet.birmingham.ac.uk/hr/documents/public/hsu/hsupolicy/23AIRPF.doc
· The person in charge should be aware of the personal safety issues that may arise through use of St Francis Hall.  It is advisable to encourage people to leave the building in pairs or groups rather than alone, especially after dark.  Please note there is no control over who enters the building when it is unlocked.
· The use of incense and candles must be strictly supervised and the use of incense in particular must be kept to a minimum so that the smoke alarms are not activated.
· If electrical equipment is being used, it must be safe and in good condition.  Ensure that there are no trip hazards from trailing wires and do not overload sockets.

· If food is being served at an event, permission must have been given by the Hygiene Manager.  The Hygiene Manager will advise on food safety issues and it is the responsibility of the person in charge to ensure compliance with this advice. A catering request form must be filled out https://intranet.birmingham.ac.uk/student/multi-faith-chaplaincy/about/policies.aspx 
and submitted to Ian Wormall, University Hygiene Manager: i.wormall@bham.ac.uk for approval.
· The person in charge is responsible for ensuring that the kitchen is left as it was found, in a tidy, hygienic and safe state.  All electrical equipment that you have connected must be turned off at the socket, no food leftovers should be left behind (including in the fridge), and all washing up should be done properly and put away in the cupboards. Please bring your own tea towels.
· Please note that SFH is a cold building and it is recommended that the person in charge advises members of the group to wear extra layers in cold weather.
University Security emergency number is
0121 414 4444
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