


• In case of an emergency, including first aid assistance, please contact the campus security 

team on ext. 3333 (01273 873333). 

• Please report any significant problems or damage to the space to the Drama Coordinator on 

ext. 2650. 

• Please turn off the lights and lock all doors at the end of your session. 

 



Creativity Zone Conditions of Use and Health & Safety 
 
 
1. Risk Assessments 
 
Organisers must complete an event-specific risk assessment. Creativity Zone staff can, 

upon your request, assist in the production of your risk assessment but, as the organiser, 

you are responsible for fully identifying and controlling risks for your event.  

 

As a general pointer, ensure you always risk assess your activities and operate in 

accordance with the University’s Health and Safety Guidance. 

 

2. Accidents 
 
Who should I contact if I have an accident? 
 
Contact the University emergency number, which is manned 24 hours a day, 7 days a 
week, 365 days a year: 
 

• on an internal telephone Extension 3333 
• on an external telephone or mobile 01273 873333. 

 
It is important that you call the University emergency number and DO NOT dial 999. The 
University Security Team meet the emergency services when they arrive at the campus and 
escort them directly to where they are needed.  
 
The campus is a large site with more than 60 buildings and it is easy for the emergency 
services to waste valuable time looking for a particular location or building, whereas 
Security can take them straight to the scene of the accident or incident. 
 
3. Fire Safety 
 
Users will be shown the location of emergency exits and escape routes and must ensure at 
all times that these are not blocked. 
 
In the event of discovering a fire, occupants should operate the nearest manual call point 
(located on the wall at each fire exit). Evacuate the room immediately from the nearest 
available fire exit. Assemble on the Science Car Park behind the building. Do not re-enter 
the building.  



 
The University’s security team will be alerted by the sounding of the fire alarm and they can 
also be contacted on Extension 3333 or 01273 873333. 
 
4.  Portable Heaters 
 

(1) Portable heaters are kept in the control room (the back room) of the Creativity Zone 

for your comfort. Groups are welcome to use these as they need during their booked 

session. 

(2) Users must take care in using the heaters. They get incredibly hot and, if touched, 

will severely burn skin. Make sure that they are positioned safely away from a group 

so that no one is injured. 

(3) 



7.  Using the Rotating Walls 
 
While the walls themselves are easy to move, they can detach from the ceiling – which 

means users must take precaution in moving them. To do this safely, users should: 

 

(1) Ensure that at least one other person is available to help move the wall, and a third 

is available to supervise.  

(2) Together, those positioned on either end of the wall should rotate it at a normal 

speed to the desired location and lock it into place (if it has this functionality) 

(3) If it appears the wall is coming away from its fitting, users should stop rotating the 

wall immediately. 

(4) If the wall stays in place and does not dislocate from its fitting, the users should 

move away from the wall (safely out of falling distance) and contact the Drama 

Coordinator urgently: Ext: 2650 (01273 87 2650) 





• Users will need to vacate the room, leaving it tidy, five minutes before the end of 

their booking time. This is to help achieve a smooth changeover for subsequent 

users. For example, if you have booked the room until 3pm, you must be out by 



• Putting all rubbish in the bins provided and removing any additional 
rubbish 

• Removing all recycling, including glass bottles, to the waste disposal units (e.g. 

in the Pevensey III corridor, at the bottom of Pevensey II on North-South Road or 

Science Car Park) 

• 


