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	Name of Event: 
	

	Date: 
	

	Start Time: 
	

	Department Responsible: 
	

	Email: 
	

	Ext:
	

	
	

	

	INFORMATION FOR ALL TEAMS
	

	Name of Guest speakers:

	

	Time of event:
	

	Location of event / Rooms:

Booked with Timetables
	

	Approx. Numbers of guests:
	

	Staff responsible for event:
	

	Is Marketing required?
If yes, please see Marketing section below:
	

	Is Catering required?
If yes, please see Catering section below:
	

	Are facilities required?
If yes, please see Facilities section below:
	

	Is AV required?
If yes, please see AV section below:
	

	Photography:
(Book Adrian Greenhalgh)
	

	Ambassadors:
	

	Budget Code:
	

	Is additional signage required, please specify:
	




	
	

	FACILITIES
	

	 
 

Additional Cleaners
 
Please note: The University has a cleaning service available however, if additional cleaners are required a budget code will need to be given upfront in order for this to be an available service.
 
 

	

	
	 

	
	Please specify hours required: 

	
	

	 
 

Reception Table:
	

	
	

	
	

	
	

	Catering Tables
	

	Dining Tables
	

	Stage
	

	Lectern
	

	Seating
	

	Room Layout
	


	




	

	Cloak Room
	

	
	 
 

	
	






	[bookmark: _Hlk195600862]SECURITY/CAR PARKING
	



Parking (please book with carpark@bolton.ac.uk):

Additional security (Please raise a PO via Ebis for UoB Security Services Ltd stating the dates and the hours and number of guards required): 
 
Please note: Security is onsite 24 hours a day, 7 days per week. If additional security is required, Security Officers work minimum of 4 hours at £25 per hour weekdays and evenings. Saturdays £35 per hour minimum of 4 hours and Sundays £50 per hour minimum of 4 hours. A PO number must be provided for invoicing. 

	CATERING
	

	Is catering required?
	

	Please state what catering is required:
	

	Times for accessing the room:
	

	Additional Information:
	

	Budget Code:
	

	Email: K.Norton@bolton.ac.uk
	

		IT
	



	

	AV Requirements:
(Contact IS&T)
	


	HEALTH & SAFETY
	




	FIRE SAFETY
	






Email this completed form to Facilities / Karen Norton / IS&T
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GEEP - Generic Emergency Evacuation Plan.docx
Generic Emergency Evacuation Plan for Visitors with Disabilities

Institution: The University of Bolton 

Location: Eagle Campus

Plan Last Reviewed: January 2024

1. Purpose

To ensure the safe and timely evacuation of all visitors, including those with disabilities, during emergencies such as fire alarms, gas leaks, or other incidents requiring building evacuation.

2. Scope

This plan applies to all visitors with disabilities (mobility, sensory, cognitive, or other impairments) who may be unfamiliar with the university's procedures or layout.

3. Responsibilities

Host/Departmental Staff:

Responsible for informing visitors of emergency procedures and assisting with evacuation if safe to do so.

Security / Campus Safety:

Trained to assist and coordinate evacuation efforts, including use of evacuation equipment.

Fire Marshals / Wardens:

Identify occupants requiring assistance and report their location to emergency services.

4. Evacuation Procedures

4.1 On Arrival

- Visitors with disabilities should be offered a brief on emergency procedures upon arrival.

- Hosts should identify any support or adjustments needed.

- Evacuation routes and refuges should be pointed out.

4.2 Alarm Activation

- On hearing the alarm, all occupants should proceed to the nearest exit if able.

- Visitors unable to evacuate independently should be taken to the nearest refuge area.

4.3 Refuge Areas

- Equipped with communication devices or emergency phones.

- Fire Wardens should notify Security/Campus Safety of the person’s location.

- The individual should wait there until assisted by trained personnel or emergency services.

4.4 Evacuation Assistance

- Trained staff may assist using evacuation chairs or other equipment.

- Untrained staff or visitors should not attempt to carry someone unless in immediate danger.

5. Communication

- Visual and audible alarms are installed.

- Refuge areas have 2-way communication with the control room or emergency services.

- Staff should ensure clear, simple instructions are used, considering any impairments.

6. Training and Awareness

- Staff are regularly trained in evacuation procedures and use of equipment.

- Signage throughout buildings clearly marks exits and refuge points.

- Induction materials include emergency guidance for all visitors.

7. Personal Emergency Evacuation Plans (PEEPs)

- Temporary needs are identified.

- Evacuation support is offered.

- Emergency contacts or carers are involved if appropriate.

8. Post-Evacuation

- Ensure all evacuated persons are accounted for at the assembly point.

- Provide appropriate support or first aid as needed.

- Record and report any incidents or delays in evacuation.

9. Review

This plan should be reviewed annually or after any incident. Feedback from visitors and staff should inform improvements.


