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1. Purpose/scope
It is important that staff and participants who work within a clinical trial facility are able to evacuate in the event of a general (non-medical) emergency, such as a fire. This procedure describes a process to follow, and is applicable to all staff who work within a particular facility. The roles of staff will depend on the trial and site set-up.
2. Abbreviations

PI
Principal Investigator
SO
Safety Officer
3. Definitions
None
4. Associated forms
None
5. Procedure
5.1 Responsibilities

· All staff working in the ward should be familiar with, and trained in order to work, the emergency alarms, exits and equipment from the start of their employment.

· In the event of an emergency requiring evacuation of the facility by all staff, the role of Safety Officer (SO) is taken by the most senior trial team member in the ward or their designee (in order e.g.: PI, Sub-investigator, Project Manager, Study Coordinator, Research Nurse). 

5.2 Process in the event of a non-medical emergency

Should a fire/bomb be discovered, or an alarm sound, the SO is alerted immediately by other members of the trial team. The SO then assumes responsibility for evacuation of the ward:

· If an alarm has sounded, the SO or designee, must contact the relevant 24-hour communications centre (______________________) to ascertain the whereabouts of danger and the need to evacuate.

· If there is a fire or bomb in the ward, the SO or designee, must contact the communication centre (________________________) who will activate other necessary emergency services and sound the alarm.

· The SO or delegated competent individual may attempt to put out a fire with an extinguisher or water hose, if the situation allows. 

· The SO, or designee, should instruct the occupants of the ward as to the location of the nearest fire exit to be used according to the facility floor plan. 

· In the event of a fire, all windows and doors should be shut prior to evacuation if time allows. In the event of a bomb, all windows and doors should be opened prior to evacuation if time allows. 

· The most appropriate fire exit/s are opened and evacuation is facilitated by the SO or designee(s) in an orderly fashion.

· The SO or designee should quickly check each room for any occupants if time allows.

· The lifts are not to be used.

· Once the ward is evacuated, all evacuees must assemble in the pre-designated area and be accounted for by the SO or designee. 

· Should anyone be missing, fire officials should be notified. No one may re-enter the building unless authorised to do so by the fire officials or building security.
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None
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