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Welcome to the Science Park Campus
For your safety and comfort please note …
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	EVACUATION – it is the responsibility of the presenter to:

· familiarise yourself with the building and evacuation points

· ensure delegates are aware of evacuation procedures

· escort all delegates out of the building 

· for disabled/access needs, identify themselves to a member of staff 
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	· If you hear the fire alarm please leave the building via the NEAREST exit. 
· (Look out for the green ‘Fire Exit’ signs around the building) 

· Assembly Points is at the top of the main car park outside the front entrance, or on the towpath of the canal.
· Do not re-enter the building until the Fire Co-ordinator has given the all clear.
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	· Do not use the public lifts if the fire alarms are sounded.

· Please exit using the nearest fire exit and wait in the signed refuge areas if you cannot use the stairs. 
· There is a chair lift stored on the groundfloor to be used by trained staff only.
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	· If you have an accident whilst in the building, you must tell the campus reception located in PA building before you leave. 

· First Aid is available from the main campus reception, 24hrs. 

· Use the nearest telephone and Dial 4000. 
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	· Toilets are located on every floor, currently located by the stairs.  
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	· Please ensure that all mobile phones are switched off.
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	· All buildings are non smoking building
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	· No pets are allowed on campus, except for disability purposes.

· You may be asked for documentation (ID, insurance).
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	Presenters are responsible for ensuring all potential risks are identified and minimised:-

· complete a risk assessment if necessary

· having personal insurance if necessary

· an up to date PAT test certificate for any electrical items used

· cabling is covered
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