[image: image1.jpg]55

University of St Andrews ’ 600 YEARS ‘

1413 - 2013






Assistance during an Emergency Evacuation of a Building

Please complete and return this form if you think you might need assistance. 
During an emergency the University aims to empty a building in three minutes. If you think you might be unable to exit unaided any building you visit in three minutes, completion of this form will greatly assist us in planning your evacuation. There are many reasons why you might need help. For instance, if you have a hearing impairment you might not hear an alarm; if you have a sight problem you might have difficulty seeing or understanding the emergency exit signs or notices; or you might have mobility impairments (including temporary ones, such as a broken leg). 
You are not obliged to complete this form. The information you provide, however, will be of great value both to you and to the University in order to ensure your safe evacuation from University buildings in an emergency. On receipt of the form, a University representative will meet you and work with you to develop a plan that matches your needs.
If you need help to complete this form, or wish to discuss your situation in confidence: staff may contact their Disabilities Coordinator, or the Occupational Health Adviser on extension 2752 or email ehss@st-andrews.ac.uk. Students may contact Student Services on extension 2020 or email theasc@st-andrews.ac.uk. Visitors to the University may contact the Residence Manager or the Disabilities Coordinator for their department.
A) Your details:
1. Name: …………………………………………………………………………………………………………………………….…………..
2. Matriculation number or staff number (if appropriate): ……………………………………………………………..

3. Email address (if appropriate): ……………………………………………………………………………………………………
4. Staff/Student/Visitor (please state as appropriate): ………………………….……………………………………….. 
5. Job title/student status (if appropriate): ……………………………………….….………….……………..………….….
6. Term-time residence (if appropriate): ………………………………………….……………….………………………….…
7. Brief description of duties/studies/purpose or dates of visit to the University: …………………..………
………………………………………………………………………………………………………………………………………………….……..
B) Location and evacuation (please answer all questions relevant to you):
1. Which University buildings do you use regularly, and at what times of day do you use them?
………………………………………………………………………………………………………………………………………………………...
2. In normal usage (i.e. not an emergency), do you have difficulty in using any of these buildings? 
…………………………………………………………………………………………………………………………………………………………

3. Are there any buildings that you would like to use but which you find inaccessible?

………………………………………………………………………………………………………………………………………………………..
4. Please briefly explain the nature of your difficulty during an evacuation (e.g. negotiating stairs, hearing the fire alarm): ………………….………………………………………………………………………………………….……
Signature: …………………………………………………………….………………………....
Date: ………………………………….……….
Thank you for your help. Please return the form to:
Environmental, Health and Safety Services

Bute Building

Queens Terrace

St Andrews KY16 9TS
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