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Your health and safety is of the utmost importance to 
us and we’ve put in place robust arrangements to help 
keep you safe. These guidelines explain what health 
and safety arrangements there are for students on our 
premises, and also what arrangements are in place in 
third party premises for their buildings. 

In order for us to make our premises as safe as possible, 
we have a few expectations of our students which you 
can also find in this guide.
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General 
principles 
We expect you to behave in a way that does not put other students, individuals  
or property at risk. This includes: 

Observing all safety signs  
and warnings. 

Complying with all Health  
and Safety instructions. 

Not engaging in reckless or  
careless behaviour that might 
compromise our preventive  
and protective measures. 

Reporting any injury caused  
by an accident that takes place  
on our premises or those of  
third party premises. 

Following our fire and emergency 
procedures, by evacuating the 
premises if the fire alarm sounds  
and going to the emergency 
assembly point. The instructions 
given by our staff must be followed. 
Instructions are included in the Fire 
Action Plan, that is available on 
notice signs situated close to fire 
exits and fire alarms.

Not to misuse fire alarms or 
firefighting equipment. 

Not to block fire exits and report  
any obstructions.

Not to intentionally or recklessly 
interfere with mechanical, electrical  
or other services or installations. 

Not to bring in highly flammable, 
toxic, explosive or otherwise 
hazardous materials to our premises 
or third party premises.

Not to possess, use or supply  
illegal drugs on our premises or 
those of third party premises. 

Not to be drunk or disorderly on our 
premises or third party premises. 

Not to display violent or threatening 
behaviour on our premises or third 
party premises.
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Bloomsbury Institute premises 
If you’ve any queries or questions, or if 
you would like to report an issue, please 
contact our Estates and Facilities team. 

You can get in touch with them by 
visiting any of our reception desks at  
99 Gower Street or 7 Bedford Square,  
or emailing them at  
estates.facilities@bil.ac.uk 

If an emergency happens during your 
class, please report this immediately to 
your lecturer. Alternatively, you can dial 
808 using the internal phones available 
in our classrooms and computer labs or 
dial 0207 078 8840 (ext.808) using your 
own mobile phone to ask for assistance 
from reception or First Aid.

Fire Actions and Emergency notices  
are posted in all of our classrooms  
and computer labs.

Reporting 
incidents, injuries 
and hazards 

Birkbeck College premises 

If there’s a non-fire emergency within 
Birkbeck College premises, dial 555 using 
the internal telephone in the classroom  
and ask for assistance from Birkbeck 
Security or First Aid. Alternatively, make 
your way to the reception at the entrance  
of the building and report the incident to  
a member of the reception.  

You should also report any incident  
to our Estates and Facilities staff. 
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99 Gower Street, 7 Bedford Square  
and Dilke House:
Fire Action Notices are posted at alarm call points throughout our buildings. We really 
do advise you to familiarise yourself with these arrangements and follow our guidance.

When hearing the alarm:

The alarm is a continuous ringing 
bell or siren in all premises. 

When a continuous alarm sounds, 
leave the premises as soon as 
possible, closing all doors and 
windows behind you if it is safe to 
do so and if this does not endanger 
your own health and safety.  
You should not take your personal 
belongings as this will delay you 
leaving the premises. 

If the alarm occurs during a class, 
please remain with the lecturer until 
the lecturer instructs you to leave. 

If you require assistance,  
please make yourself known to  
the Fire Marshals or another 
member of staff.

To leave the premises, follow the 
prominent signage (green and 
white signs that show a directional 
arrow and a running person) to the 
nearest fire escape. 

Do not use lifts in the event  
of fire.

Inform a Fire Marshall or the Fire 
Brigade if you know of an area  
where anyone with a disability 
requires assistance with evacuation. 

You should make your way  
to the Assembly Point. 

Remain at the Assembly point  
until you are instructed it is safe  
to re-enter the premises.

When discovering a fire:

Sound the alarm by operating the 
nearest Fire Alarm Call Point. 

If you have been trained to  
tackle fires, do so using the  
correct fire extinguisher provided, 
but without endangering your own 
health and safety.

Evacuate the building following the 
procedures on the previous page.

Our Emergency Evacuation Plan will help prepare you in case of a fire or an incident  
that puts the safety, security and wellbeing of anyone at risk in any of our premises.

Emergency 
Evacuation Plan 

Assembly Points:

99 Gower Street: The 
corner of Torrington 
Place and Gower 
Street, opposite the 
Waterstones Bookshop

7 Bedford Square: 
Montague Place, 
opposite Malet Street

Dilke House: Next  
to RADA (turn right  
out of the door)
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General 
emergency 
procedures

Fire Action Notices are posted at alarm 
call points throughout the premises. 
Again, please make sure you are familiar 
with these arrangements. 

The fire alarm is a continuous 
ringing bell or siren in all buildings. 

When a continuous alarm sounds, 
leave your area promptly, close 
doors behind you and encourage 
others to leave. 

Inform the Duty Attendant  
or the Fire Brigade if you know  
of an area where anyone with  
a disability requires assistance  
with evacuation. 

At the larger buildings, a Duty Attendant, 
assisted by Fire Wardens, is in charge 
of making sure Birkbeck's emergency 
evacuation procedures are followed. 
Please follow their instructions and  
any given by other members of staff.

If an emergency evacuation at buildings 
without a Duty Attendant happens, 
other staff members will help you 
and provide instructions until further 
assistance arrives.

Birkbeck College premises:

You may need to evacuate the site in the event of a non-fire-related emergency.  
If this happens, the signal to evacuate will be either a fire alarm or an order from  
the Fire Marshal, the class lecturer or a member of the Estates and Facilities team.

During an emergency, please look out for and assist any visitors who may not know 
about the evacuation procedures.

Assembly Points:

Please follow the Duty Attendant, 
Fire Warden or other Birkbeck staff 
to the nearest assembly point. 
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Bloomsbury Institute 
99 Gower Street 
London 
WC1E 6AA

sews@bil.ac.uk
bil.ac.uk


