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1. Introduction 
 

The aim of this document is to define procedures for staff in the Directorate of 
Estates and Facilities (DOEF) in relation to the direction and coordination of 
estates related matters during emergency incidents and also any estates 
related incident outside normal operating hours. Estate related matters will be 
directed/coordinated by an Estates Emergency Coordinator (EEC) providing 
support to the University Emergency Incident Manager (EIM). 

 
2. Responsibilities 

 
2.1 The University Emergency Incident Manager (EIM) 

 
The University Emergency Incident Manager (EIM) has the overarching 
responsibility for the management of major emergency incidents. The EIM’s 
responsibilities are contained within the University’s Emergency Management 
Plan. 

 
2.2 The Estates Emergency Coordinator (EEC) 

 
The EEC will be available on a rolling daily rota starting at 9am each day, for a 24 
hour period. A back up EEC will also be indicated on the daily rota in the unlikely 
event that the EEC is not contactable. The rota will contain a number of individuals 
from the Directorate team, to be reviewed periodically, and as required. 

The responsibilities of the EEC are as follows:- 
 

In respect of estates management related matters the EEC will: 
 

 Provide assistance and support to the EIM.
 To receive calls and enquiries and co-ordinate the resources of the DOEF to 

ensure that the emergency incident is effectively and safely managed.
 Inform the EIM as appropriate and in such instances keep them advised of 

progress and completion.
 When instructed by the EIM, arrange for additional actions to be undertaken.
 For emergencies involving the EIM, provide a report on the emergency 

incident and forward to the EIM.
 Communicate as appropriate with affected parts of the University, appraising 

them of the problem, progress and the completion of the emergency incident.
 When appropriate attend site and direct proceedings.
 Where appropriate inform the EIM of essential services that cannot be 

restored and that a decision is required regarding the status of the building or 
part thereof.
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In the event that the EIM has already become involved in the incident, the EEC 
may still be contacted a s r e qu i r e d and may then assume responsibility for 
coordinating an effective and safe estates related response. 

 
Outside normal working hours the EIM is normally contacted by the University 
Security Services. If they consider that the emergency incident involves estates 
related matters and is of sufficient magnitude (see Section 3 – types of estate 
related emergency incident), they can immediately contact an EEC, who will 
assist in resolving the incident. 

 
 
 

2.3 Essential supporting information for EEC’s 
 

In order for this process to work effectively the DOEF will maintain the following 
documents that will be available to EEC’s at all times:- 

 
 A monthly Rota of EEC’s on call.
 Guide to Out of Hours – Call Out Arrangements.
 Weekly Stand by and Call out rota for Supervisory staff and Technicians – 

Example in Appendix C.
 List of key Contractor contact details.

 
 
 

2.4 All Estates Staff 

 When instructed by an EEC, provide help and assistance and the resources of 
the Directorate.

 When appropriate, attend site and provide management support to the 
incident.
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3. Types of Emergency Incidents 
 

3.1 Estates related emergency incidents may be generally defined as 
circumstances or events requiring urgent and coordinated action because of - 

 
 Actual or immediate threatened harm to students, staff or visitors to the 

University.
 Actual or immediate threatened major loss or damage to University property.
 Actual or immediately threatened disruption to University operations.
 Actual or immediate threat to University reputation.

 
The above definitions cover a wide range of possible incidents, including: 
accidents, fatalities, natural disasters, fires, bomb threats, sabotage, threats to 
personal safety, health alerts, epidemics, hazardous incidents, public order 
incidents, student occupations, criminal activity and serious misconduct or 
impropriety. 

 
There are many occasions when other incidents occur that are competently dealt 
with by a wide ranging staff base. The above ‘emergency incidents’ are 
considered to be rare and therefore require a coordinated response from a senior 
member of the Directorate. Typical incidents may include: 

 
The type of incidents in this category, include but are not limited to; 

 
 Serious disruption to services.
 Structural damage to property.
 Death of a member of staff, student, visitor etc.
 Serious (life threatening) injuries to staff, students, others.
 Serious fire incident with any or all of the above.
 Serious acts of vandalism that leave buildings or services in a dangerous or 

potentially dangerous condition.
 Serious repercussions from an act of God.
 Gas Leak.
 Loss of fire alarm systems.
 Loss of electrical power to a building or buildings.

 
 

3.2 Incident Escalation 
 

The on call EEC can at any time escalate the incident within the Directorate or to 
the EIM as deemed. 
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4. Avoiding risk in emergency situations 

The Directorate of Estates and Facilities, including staff and contractors engaged 
by them, shall in the execution of this procedure, endeavor to minimise risk to 
themselves and others. 

 
At no time are any individuals to undertake any actions that may put their 
own personal safety and the safety of others at risk. 

 
Employees and contractors must only undertake tasks and/or make decisions 
within the level of training they have personally received and their respective level 
of competency. 
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Appendix A - Defining Estates Related Emergency Incidents - Guidance for DOEF 
Staff 

 
Fire 
 In the event of a trivial fire incident, where the fire alarm was activated but no fire 

occurred and the fire alarm system reset, then the fire brigade will not normally be 
contacted, unless this is an automatic function of the alarm system. 

 In the event of a minor fire incident which has been contained and extinguished, 
the fire brigade may be contacted and their advice acted upon. 

 In the event of a major fire incident, the fire brigade shall be contacted 
immediately and their advice sought and acted upon, the EIM/EEC, as appropriate 
shall be contacted 

Bomb Threat 
 All explosions are to be considered as major incidents. 
 All decisions will be managed via the EIM. 
 The EIM will, when required, request assistance via the EEC to provide 

assistance in making safe following an incident. 

Flood 
 In the event of a trivial flood incident where there is no damage to property or 

services, the matter shall be resolved by the appropriate DOEF staff. In halls of 
residence, the incident shall all normally be attended to by local staff. 

 In the event of a minor flood incident, where there is minimal damage to 
property or services the matter shall be resolved by the appropriate DOEF staff. 

 In the event of a major flood incident and or where sewage is released the 
EIM/EEC shall be contacted. The DOEF shall provide the resources necessary 
for dealing with the incident. 

Wind / Hurricane damage 
 In the event of minor wind damage, (including but not limited to, broken window, 

missing tiles, damaged door, damaged fencing etc) that do not affect the structure 
of the building the matter shall be resolved by the appropriate DOEF staff and/or 
contractors. 

 In the event of major wind damage (including but not limited to structural 
damage, areas where damage may put staff, students and visitors at risk 
example hanging glass, the EIM/EEC shall be contacted as appropriate. The 
DOEF shall provide the resources necessary for dealing with the incident. 

Structural damage to buildings 
 All structural damage is to be considered as major 
 All decisions will be managed via the EIM/EEC as appropriate 
 The EIM will when required request assistance, via the EEC to provide 

assistance in making safe. 

Loss of and or damage to services 

Gas 
 All explosions are to be considered as major. 
 Gas leaks or suspected leaks: all decisions will be managed via the EIM/EEC as 

appropriate. 
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Electricity 

 
Minor losses of power to local circuits a c r o s s t h e e s t a t e occur at frequent Intervals, at 
all times of the day. Under normal circumstances these trivial and minor incidents will be 
resolved by DOEF staff and contractors; such incidents will not normally be reported to the 
EEC/EIM. 

 
For more serious events:- 

 Loss of critical power supplies. 
 Loss of supply to buildings or large sections of buildings. 
 Electrocution. 
 Health and safety threat. 
 Escalation from minor to major emergency. 

The incident should be brought to the attention of the EIM/EEC as appropriate. 

Water 
 

Under normal circumstances these trivial and minor emergencies will be resolved by Directorate 
of Estates and facilities staff and contractors; such incidents will not normally be reported to the 
EEC/EIM. 

For more serious events; 
 Loss of critical water supplies. 
 Loss of supply to buildings or large sections of buildings. 
 Legionella implications. 
 Health and safety threat. 
 Escalation from minor to major incident 

The incident should be brought to the attention of the EIM/EEC as appropriate. 

 
 


