[image: A picture containing text

Description automatically generated]



Procedure for Restricting Access to Parts of Buildings
on the Grounds of Health and Safety, Fire Safety, Security or Welfare.
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1. Initiation

A potential threat to safety, health, security or material change to a building is raised to Estates and Facilities (E&F), Health and Safety (H&S) or Security about a building or part thereof.

2. Assessment

Following review of status or circumstance, closure, or restricted access to a building, or part thereof is recommended by E&F, H&S or Security.

3. Emergency Closure

If there is serious and imminent danger (e.g. gas leak, an obviously unsafe structure etc.) or there is a serious accident, dangerous occurrence or fatality (i.e. the scene needs to be preserved for HSE, SF&RS or Police investigation) E&F, H&S and/or Security Staff will immediately evacuate the affected area and prevent re-entry pending a longer-term decision.

4. Planned, Reactive or Proposed Closure / Continued Closure Following Emergency

If there is a known failing, material change or other threat to the general / everyday operation of a building, E&F, H&S and other involved parties, will meet to discuss the issue, the level or length of time the change may require to be in place and gather any data relevant.

At the meeting the following will be discussed / agreed:
· Which part(s) of the building will be affected.
· What activities are likely to be affected.
· Who is likely to be affected and how (including particular groups).
· Who else needs to be consulted (key individuals / services / tenants etc.).
· How long the likely duration of the closure / partial closure will be.
· What insurance implications are there as to any material change or operating requirements.
· What type of communications are required the level of immediacy.
· Proposed course of action in line with the current threat level and any continued risk posed through operating the building, or part of.
· Why the recommended course of action is justified.

A set of recommended actions will be developed at the meeting and communicated to the relevant Director or their nominated deputy.








5. Decision Making

A meeting will be set by the relevant Director or their nominated deputy as soon as possible which will include, as a minimum, representatives from:

· Health and Safety
· Estates and Facilities 
· Communications
· Building User(s)
· Student Support and/or HR, if any disadvantaged group is likely to be affected.

At the meeting the following will be discussed/agreed:
· The recommendations from the planned closure meeting. 
· Whether the proposed course of action is justified.
· Any alternative actions to be explored.
· What communication plan will be used across both staff and students.
· Any incident profiling and reporting required.
· Timelining across the actions required both during and following the incident.
· [bookmark: _Hlk206672229]Criteria to be met before the decision can be reversed or reviewed.


6. Authorisation

Once agreement has been reached on the proposed action(s) – or, if not, different options to be considered, Convenor of the meeting detailed in ‘Section 5’ will:

· Authorise implementation of the recommended action(s).
· Communicate the proposed course(s) of action, justification and implications to members of SMT.

In exceptional, highly impactful circumstances, a meeting will be convened where SMT will be required to agree with the appropriate course of action and approved way forward.


7. Implementation

Once authorisation has been given, this must be communicated to those affected using the communications plan agreed previously.

Note: A draft checklist may be used to ensure all the relevant parties are contacted, which is attached at Appendix A.


Approval

	Approved by 
	Date

	University Health and Safety Committee
	24/11/2025

	Estates Committee
	02/12/2025

	Senior Management Team (SMT)
	15/01/2026




Appendix A - Draft checklist may be used to ensure all the relevant parties are contacted.
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	Mandatory
	If applicable
	Completed

	Communications
	Y
	
	

	Estates and Facilities Management Rep.
	Y
	
	

	Health, Safety and Resilience Team
	Y
	
	

	Human Resources (for equalities Impact)
	
	Y
	

	Student Support (for equalities Impact)
	
	Y
	

	Registry (Teaching & Timetabling)
	
	Y
	

	Insurers
	
	Y
	

	Trade Union Safety Representatives
	Y
	
	

	Building Users
	
	
	

	Building Manager or Lead Contact
	
	Y
	

	Heads of School / Directors
	Y
	
	

	Tenants
	
	Y
	

	Information Services
	
	Y
	

	AUSA (for students)
	
	Y
	

	Research and Innovation
	
	Y
	

	Others in E&F
	
	
	

	Cleaning Staff
	Y
	
	

	Clerk of Works
	
	Y
	

	M&E
	Y
	
	

	Security & Porters
	Y
	
	

	Catering and Commercial
	
	Y 
	

	Residential
	
	Y
	

	Projects (& Contractors)
	
	Y
	

	Grounds
	
	Y
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