2 FO 1


[image: image1.png]



Fire Safety

Policy and Guidance

Contents

Section




Pages
1. Introduction 




  1



2. Who is responsible?        


  1
          


3. Fire Risk Assessments    


  3
              



4. Fire Precautions           


  4


5. Fire Evacuation plans


  4
6. Training, Instruction and Information
  5
Appendices
1. Evacuation Plans



  6
2. Extinguishers and their use  

  7 to 9
3. Fire Risk Assessment Checklist   

  10 to 24

  

4. Fire Log




  25 to 32
5. Main Council Buildings                                 33           

  


1.
INTRODUCTION

This document supports and extends Torbay Councils overarching Health and Safety Policy and contains the arrangements and guidance for the management of fire safety within the Council’s buildings, Council run schools and other workplaces. 

The Regulatory Reform Order (Fire Safety) 2005 was enacted on 1st October 2006, (from hereon referred to as “the Order”), and creates a new duty holder – The Responsible Person. The purpose of the Order is to ensure that people and workplaces are protected from the effects of fire by the completion of a fire risk assessment and taking steps to eliminate or reduce the risk of a fire occurring.  
Risk assessment is not new; it has been a requirement within the Management of Health and Safety at Work Regulations since 1992.  The new Order simply extends these requirements to the area of fire safety management. 
2.
Who is responsible?

Everyone has some responsibility for fire safety and assisting with the fire risk assessment.  This is because they are the ones with the local knowledge and understanding of the working environment and can make a significant contribution to reducing the risk from fire.  
Who is a Responsible Person?

The Responsible Person is generally the employer, however in some premises it could be the owner or occupier or the person who has obligations in respect of repair or maintenance of a building or workplace.  Within the Council it is the senior manager in main buildings or the person with overall control of a number of smaller premises.  It could be the Chief Executive, a Strategic director, Service manager, Head teacher, or any person who has control over other people or buildings.  In the case of an external event, it would be the head of the department organising or running the event.  If it is unclear who would be the Responsible Person, the duty will lie with the Senior Manager.  Everyone should contribute to the aim of reducing the risk of fire.

What should a Responsible Person do?

· Appoint a competent person (Someone with the skills, training and experience, ref RRO 2005) to assist and provide advice on fire safety;

· Carry out or ensure a fire risk assessment is completed and periodically reviewed for the premises, event etc.
· Ensure measures are taken to reduce the risk of fire and the risk of it spreading;

· Ensure the means of escape from the premises are adequate;

· Ensure measures are taken so that the means of escape can be safely used;

· Ensure that plans are drawn up and published for the safe evacuation of the premises in the event of a fire;

· Ensure there are means for fighting fires on the premises;

· Ensure there is a means for detecting fire on the premises and for giving warning of fire;

· Ensure that employees are informed and consulted with on all fire safety arrangements.

· Ensure the provision of suitable adequate instruction and training to employees, visitors, voluntary workers, contractors and partner organisation employees;
· Ensure there are measures in place to mitigate the effects of the fire.
· Ensure that suitable records are kept – see Fire Log Appendix 4.
If different employers or groups share workplaces, the Responsible Person must liaise and co-operate with other employers/Responsible Persons to agree mutual fire safety arrangements, ensuring that all of the requirements of the regulations are complied with.

Management Responsibilities

Managers

Managers are to ensure that the fire precautions and guidance arrangements contained within this policy are adhered to.   
Incident Controllers

The Responsible Person or Senior Manager within a building will act as Incident Controller in the event of a fire or fire alarm activation, or ensure that an appropriate senior manager deputises for them in the event that they are not present at the time.  The Incident Controller will act as the focal point for the Council and liaise with the Fire and Rescue Services.

Fire Marshals

In larger buildings where there are significant numbers of mobile people and visitors it is not practical to keep a formal roll call.  In this case department managers will designate Fire Marshals and deputies to assist in the safe evacuation of all people present from predetermined areas of the building.  Fire Marshals should be familiar with their respective areas and in the event of a fire or activation of the fire alarm ensure that people are directed towards the most appropriate exit.  Fire marshals should regularly inspect their designated areas to ensure that all fire exit routes are free from hindrance and fire precautions provided are effective.

Gate Guardians

Department managers will appoint Gate Guardians and deputies to ensure that people do not enter or re-enter a building without the permission of the Incident Controller.

3.
Fire Risk Assessments

Responsible persons will undertake fire risk assessments for all workplaces to comply with the Order and best practice in Council owned or leased properties, and external events they organise or run. Fire risk assessments are to be kept up-to-date having regard to any significant changes which may take place.  Council employees will co-operate with other employers in shared accommodation or other persons who rent or lease land or property from the Council by sharing fire risk assessment information. 
The primary purpose of a fire risk assessment is to safeguard life, however many of the measures taken will also offer some protection to property.  The fire risk assessment shall address the likelihood of fire occurring and its likely consequences.  Where actions are required to address the deficiencies identified within an assessment (a risk assessment checklist is provided at appendix 3), they should be developed into a plan and the actions taken according to priority.  Specific guidance for the type of building to be assessed can be found at http://www.communities.gov.uk/index.asp?id=1162101 
Fire Risk Assessments for the Councils main buildings – see appendix 5 will be carried out by The Health and Safety Manager with representatives from Facilities Management and the building.  All other fire risk assessments will be carried out by the Responsible Person.
Conducting a Fire Risk Assessment.

The assessment and resultant action plan should focus on preventing harm to any person who may be in or nearby a building (including fire fighters) during the outbreak of a fire, and this will involve assessing:

· Fire Risks

· Structural features of the building

· Persons at risk

· Fire detection and warning systems

· Fire fighting arrangements

· Emergency escape routes

· Maintenance, training, supervision and control.

A further assessment must be conducted prior to any proposed changes to the structure of the building, introduction of any new processes or storage of flammable materials or significant changes in the number of personnel in the premises.

In more complex workplaces where more than one person will be carrying out the assessment for the premises, then the Responsible Person or Senior Manager will co-ordinate all assessments.

Ownership of the Fire Risk Assessment is important and is best achieved if the Responsible Person either undertakes or is partner to the process.  They should consult with Safety Officers/Co-coordinators; Trade Union Safety Representatives, Property Services, Other Specialists and Colleagues as necessary.

It is good practice to hold all relevant information regarding fire risk assessments, actions and logs in a central point within the workplace and keep occupants informed as to the whereabouts, so that it is easily accessible when a fire officer or other authorised person wishes to inspect them. 

Guidance on Fire Risk Assessment is available in the form of a checklist contained within the appendices to this document and further advice can be obtained from the Health and Safety Team on 01803 207170 or the Helpline 07887 772489.

4.
Fire Precautions

Everyone, Elected Members, Employees, Contractors and Visitors to Council premises are expected to follow established safety procedures to ensure the safety of themselves and others.  The rules for the safe use of electrical or gas appliances, and the safe use, storage and disposal of hazardous or combustible materials should be strictly applied.  The observance of the Councils Smoke Free Environment Policy should be strictly enforced to support the Fire Safety arrangements.

General fire precautions are those measures taken to reduce the risk of a fire starting and can include but are not restricted to:

· Housekeeping
· Daily removal of combustible waste

· Storage of combustibles

· Dangerous substances - storage and use

· Equipment and machinery – setup, use, maintenance, and cleaning and eventual disposal.

· Electrical safety

· Smoking

· Managing building work and alterations

· Existing layout and construction

· Particular hazards in corridors and stairways used as escape routes

· Insulated core panels

· Restricting the spread of fire and smoke

· Fire resisting structures

· Prevention of arson

· Security of combustible waste storage

· Help for people with special needs

Electrical Equipment

Any new equipment brought into a or an existing piece of equipment transferred between workplaces should be authorised by line managers and recorded with Facilities Management for Portable Appliance Testing on the next cycle of tests.  See appendix 4 page 31 for form.  Equipment already in use should be inspected regularly in compliance with the Electricity at Work Regulations.
New Buildings/Alterations to existing buildings

In new buildings or where significant alterations take place the fire detection and warning arrangements, escape routes and facilities for the fire and rescue services should have been designed, constructed and installed in accordance with current building regulations.  Similarly arrangements for disabled people to access and egress from a building safely in times of an emergency should be included at this stage for effective use of financial resources and compliance with health, and safety legislation.  Any alterations to existing buildings which significantly change the fire safety arrangements must first undergo approval by the Building Control department.  The Health and Safety team should be contacted for advice on fire safety and fire arrangements when considering a construction project and prior to any construction works beginning.  (See also the Council’s Health and Safety Policy).
5.
Evacuation Plans

Evacuation of buildings
Responsible persons are required to develop and publish evacuation plans for the buildings or premises under their control.  Each building will require specific plans depending on the type of building and use it is put to, and occupancy.  A generic fire evacuation plan which can be adapted to suit individual buildings can be found at appendix 1 

Evacuation Procedures for People with Disabilities
Individuals who do not have the ability to recognise that an emergency is taking place or the ability to evacuate a building unaided should notify their line managers so that a Personal Emergency Evacuation Plan (PEEP) can be devised for them.  The PEEP will be devised by an individuals line manager in consultation with Access to Work (Job centre Plus), Occupational Health and PLUSS dependant on an individuals disability.  
Disabled visitors, clients or contractors to Council premises shall where possible be accommodated on the ground floor within close proximity of an Emergency Exit or refuge area.  Where not possible, managers should ensure that there are suitable plans and assistance in place to evacuate people safely. Refuge areas must be of a minimum of 30 minutes fire resisting structure and provided with a means of communication.
Evacuation Drills

In offices and other buildings evacuation drills will be carried out twice per annum covering the complete hours of use.

In Council controlled schools, evacuation drills will be carried out once per term covering the complete hours of use.

Records should be kept of times of drill, and length of time taken to completely evacuate the building to a place of safety. The objective is to have the premises totally cleared of all people within two and a half minutes.

6.
Training, Instruction and Information

Suitable and sufficient general fire safety training, instruction and information shall be provided to all employees, contractors, clients, pupils and visitors to our buildings or schools at induction or first arrival at premises.  This will include identification of escape routes, location of fire extinguishers and call points, where the assembly point is and any local hazards they need to be aware of.  This instruction and information shall be re-enforced at regular intervals thereafter to ensure understanding of the fire safety procedures.
In addition the following people will be provided with training to the appropriate level to ensure that they can carry out their fire related duties effectively.
1. Competent persons, on appointment and thereafter as often as deemed necessary.

2. Responsible persons, on appointment and thereafter every 3 years

3. Incident controllers, on appointment and thereafter every 3 years

4. Fire Marshals, on appointment and thereafter every 3 years.

5. Gate guardians, on appointment and thereafter every 3 years.
Fire and Emergency Procedures for Council Buildings

Actions for all occupants

If you discover a fire:
· Raise the alarm by operating the nearest alarm call point.
· Fight the fire if it is safe to do so.
· If it is not safe leave the building immediately.

If the fire alarm sounds:

· The Fire Service will be called by……………..

· Leave the building immediately.

· Do not stop to collect personal belongings.

· Do not use the lift.

· If it is safe to do so, close all doors and windows.

· Report to the assembly point at ……………..

· Do not re-enter the building until instructed to do so by the incident controller.

To call the Fire Service:

· Lift the receiver and dial 999

· Ask the operator for the Fire Service.

· When the operator answers, state the fire is at – Give full address of building

· Do not replace the receiver until the details have been repeated.

Number of Fire Extinguishers Required

The following information is provided for guidance purposes, and should not be relied upon for the purposes of a fire risk assessment, in which case, British Standard 5306-8:2000 should be referred to.
Fire extinguishers are ‘rated’ on their ability to extinguish test fires. In the case of class A, a wooden crib of specific size and length is ignited, and the amount of burning crib that can be extinguished is measured. 

Traditionally, the ‘basic’ fire extinguisher for general use is the 9-litre water, rated 13A. Ratings are marked on extinguisher bodies, e.g. 13A, 70B.

British Standard 5306 contains formulae for calculating the number of class A extinguishers as follows: floor area (m2) x 0.065 divided by the extinguisher rating. This is a little complicated, so to simplify things, as a rule of thumb in factories, offices and shops etc, one 13A extinguisher (9 litre water) covers 200 square metres of floor area.

To calculate how many 13A extinguishers are required, divide the floor area by 200, and round up. 

Example: 
Floor area = 1300 square metres: 

1300 ÷ 200 = 6.5
Round up to 7
7 x 13A water based extinguishers.

There should be a minimum of 2 extinguishers per floor, unless the upper floor area is very small i.e. below 100m2, and in single occupancy, in which case, only one extinguisher is required on the upper floor.

Where it is desirable to have smaller, lighter extinguishers, foam, or water with additives, can be used to reduce weight whilst maintaining fire fighting capability. e.g. 6 Litre AFFF foam spray extinguishers are usually rated at 13A, but are approximately 30% lighter than 9 litre water.

Specialised extinguishers should also be provided to cover classes B (Liquids), D (Metals), F (cooking oils and fats) and fires involving electrical apparatus such as foam, carbon dioxide, powder, special powder, wet chemical etc.

	Fire Extinguishers - and their use
	Class of Fire

(BS EN 3)
	A
	B
	C
	D
	
	F

	
	
	Carbon-aceous
	Liquids
	Gases
	Metals
	Electrical
	Fats

	
	Examples
	Wood / Paper 
	Petrol / Paraffin 
	LPG
	Magnesium / Potassium
	Monitor / Printer
	Cooking oils

	Water
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	Direct the jet at the base of the flame and keep it moving across the area of the fire. 

Seek out any hot spots after the main fire is extinguished. 

A fire spreading vertically should be attacked at its lowest point and followed upwards
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	Foam
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	Where the liquid on fire is in a container, direct the jet at the inside edge of the container or at an adjoining vertical surface above the level of the burning liquid. This breaks the jet and allows the foam to build up and flow across the surface of the liquid to smother the fire. 

Where this is not possible, stand well back, direct the jet with a gentle sweeping movement, and allow the foam to drop down and lie on the surface of the liquid. 

Do not aim the jet directly into the liquid as this will drive the foam beneath the surface and render it ineffective. In addition, it may splash the fire onto the surroundings.
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	Dry Powder (ABC)
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	Liquids in containers or spilled liquids - direct the nozzle towards the near edge of the fire. With a rapid sweeping motion drive the fire towards the far edge until extinguished. 

Flowing liquids - direct the jet or horn at the base of the flames and sweep upwards. 

Electrical equipment - switch off the current, if possible, and then direct the jet or horn straight at the fire. Where the equipment is enclosed, direct the jet or horn into any opening to penetrate the interior.  Where the fire appears to be extinguished, shut off the discharge and wait. If any flame is then still visible, discharge again. (Discharged powder will severely restrict vision)
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	Turn off first
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	Special Powder

Similar to above but with lance applicator
	Specialised use for flammable metal fires caused by lithium, sodium, magnesium and aluminium when in the form of powder or swarf. 
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	Carbon Dioxide (CO2)
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	DO NOT USE in confined spaces as there is a danger of asphyxiation 

DO NOT HOLD THE HORN. It becomes extremely cold during use.
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	Wet Chemical
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	1. Turn off the heat source if it is safe to do so

2. Hold the lance at arms length, well above the fire with the nozzle at least 1 metre away from the fire

3. Holding the lance still, discharge so that the spraying wet chemical falls gently onto the surface of the fire

4. Discharge the entire contents of the extinguisher
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Fire Extinguisher Maintenance Schedules

All Responsible persons need to ensure that the fire extinguishers in the buildings for which they are responsible are regularly serviced. This can be done under contract with a reputable service provider.

	Type of Extinguisher
	Basic Service
	Extended Service (Recharge if necessary)
	Overhaul and Recharging

	Water, Foam and Water based
	Annually
	Every 5 years
	

	Powder (gas cartridge)
	Annually
	Every 5 years
	

	Powder (stored pressure)
	Annually
	Every 10 years
	

	CO2
	Annually
	
	Every 10 years


[image: image20.wmf]The Five Steps of Fire Risk Assessment
Premises Fire Risk Assessment
	Address
	

	Occupier
	

	Owner
	

	Responsible person
	

	Use and maximum number of persons present
	

	Hours of use
	

	Construction
	

	Dimension/plans
	

	Number of floors
	

	Details of other premises if part/multi occupied building
	

	Assessor
	

	Competent adviser
	


	Step
	Action
	Guidance


	Remedial work to be undertaken



	
	Identify fire hazards
	
	

	1.
	1. Have you identified all potential ignition sources?       

	Smoking materials, naked flames, ARSON, candles, matches, gas cookers. Hot processes, welding, paint stripping. Electric, gas/ oil fired heaters and boilers. Cooking equipment, faulty or misused electrical equipment, hot surfaces, or blocked equipment vents
	

	
	2. Have you identified all potential fuel sources? 
	Anything that burns- paints, varnishes, thinners, adhesives, solvents, white spirits, meths, cooking oil, packaging, paper, cardboard, plastics, stationery, decorations, textiles, soft furnishings, carpets, waste products, dust, wood, gasses, LPG.
	

	
	3. Have you identified all potential sources of air or oxygen?                                                                       
	Air or oxygen from ventilation systems, air conditioning, open windows and doors, oxidising materials, pyrotechnics, oxygen supplies, cylinders or piped systems 
	

	
	4. Have you made a note of your findings?                     .
	Keep records of all your findings and have them available for inspection by authorised people i.e. Fire  Service, HSE or Safety Officers
	

	2.
	Identify people at risk
	
	

	
	1. Have you identified who is at risk?                                
	All employees and in particular those who work alone or in isolated areas, people unfamiliar with premises, visitors, contractors, seasonal workers, other people in the immediate vicinity, people with disabilities or language difficulties, Emergency Services.
	

	
	2. Have you identified why they are at risk? 
	Inexperience or lack of knowledge of the layout and size and complexity of the premises and the fire procedures. Mothers with children, elderly or infirm or people with disabilities.  
	

	3.
	Evaluate, remove, reduce or protect from risk
	
	

	
	1. Can the existing means of detection ensure a fire is discovered quickly enough for the alarm to be raised in time for all the occupants to escape to a place of total safety?                                                                           
	Does the detection system cover all parts of the premises, and if activated can the alarms be heard by everyone likely to be on site.
	

	
	2. Are the detectors of the right type and in the appropriate locations?
	Detection systems usually contain smoke or heat detectors dependant on the process or work undertaken. Smoke detectors in corridors and offices, heat detectors where cooking or dusty atmospheres are likely. They should be sited in accordance with BS 5839
	

	
	3. Can the means of warning be clearly heard and understood by everyone thought the whole building when initiated from a single point?
	Alarms should be unique and immediately identifiable and understandable by everyone in a building.  You will need to consider those people who may have visual or hearing impairment and provide an alternative type of signal.
	

	
	4. Are there provisions for people for locations where the alarm cannot be heard?
	There should be suitable numbers of alarm sounders to allow people to hear the alarm in every location.  If they can't have extra fitted.
	

	
	5. If the fire detection and warning system is electrically powered, does it have a backup power supply?
	There should either be a battery or other alternative power source in case of a power failure.
	

	
	6. Are extinguishers suitable for purpose?
	Water for carbonifirerous fires- wood, paper, textiles, not for electrical fires

CO2 for electrical fires

Foam for liquid fires- petrol paint or oils, not for electrical fires

Powder for general use. Causes powder clouds which obscures vision
	

	
	7. Are there enough extinguishers sited throughout the building at appropriate locations
	Normally at least one water based extinguisher for every 200sq m of floor space with a minimum 2 per floor supported by other extinguishers for specific risks. i.e. CO2 for electrical fires, Foam for liquid fires, and powder for general purposes.
	

	
	8. Are the right types located close to the fire hazards and can users get to them without exposing themselves to risk
	Water for carbonifirerous fires- wood, paper, textiles, not for electrical fires

CO2 for electrical fires

Foam for liquid fires- petrol paint or oils, not for electrical fires

Powder for general use. Causes powder clouds which obscures vision
	

	
	9. Are extinguishers visible or does their position need indicating?
	Extinguishers should be placed on a dedicated stand or hung on a wall at a convenient height. If they cannot be either easily identified or seen they should have suitable signs placed nearby to indicate type of extinguisher and recommended use.
	

	
	10. Have steps been taken to prevent the misuse of extinguishers?
	Steps should be taken to prevent the misuse of extinguishers including the provision of sufficient information, instruction and supervision to all persons using the premises, and regular inspections.
	

	
	11. Do you regularly check other equipment provided to help maintain the escape routes
	Other equipment includes door release mechanisms, signage, emergency lighting and hose reels.
	

	
	12. Do you carry out daily checks to ensure that there is clear access for fire engines
	Ensure that approach routes for fire and emergency vehicles are kept clear
	

	
	13. Are those who test and maintain the equipment competent to do so
	People who test and maintain fire equipment should be able to demonstrate they have sufficient training and experience to carry out their tasks effectively.
	

	
	14. Do you have the necessary procedures in place to maintain any facilities and equipment provided for the safety of people in the building including fire fighters?
	Ensure you have maintenance contracts or regular maintenance procedures in line with manufacturers requirements carried out by competent people.  Ensure procedures are in place to report and remedy any defects.
	

	
	15. Is the building constructed to prevent the spread of heat and smoke into escape routes?
	The age and construction materials of your building may affect the spread of heat and smoke. Failing to block of gaps in walls when introducing services, pipe work and cables aides the spread of heat and smoke.
	

	
	16. Are holes or gaps in walls, ceilings and floors properly sealed?
	Holes or gaps in ceilings or walls will allow the spread of smoke and heat.  They should be stopped using a suitable fire resistant material
	

	
	17. Can all occupants escape to a place of total safety in a reasonable time?
	Place of total safety - a place, away from the premises, where people are at no immediate danger from the effects of fire. Remember to consider people with disabilities
	

	
	18. Are the existing escape routes adequate for the numbers and the type of people likely to be in the building
	Normally there should be at least two escape routes. Single escape routes are acceptable where there are less than 60 people or where travel distances are limited
	

	
	19. Are the fire exits in the right place and do the escape routes lead as directly as possible to a place of total safety
	Final exits should lead to a place of safety away from the immediate effects of a fire.  They should be suitably placed and be easily opened without a key or code. Where possible they should only have one fastening.
	

	
	20. If a fire occurred, would all available exits be effected or are there alternative escape routes available
	Dependant on the type, age, construction and occupancy of a building at least one alternative escape route should be provided.  Larger higher risk premises will require more alternative escape routes and exits.
	

	
	21. Are escape routes and final exits kept clear at all times
	Daily inspections should be carried out to ensure that all final exits are kept clear at all times.
	

	
	22. Do the doors on escape routes open in the direction of escape
	All doors on escape routes should open in the direction of escape and ideally be fitted with a safety vision panel.
	

	
	23. Can all final exit doors be opened easily and immediately if there is an emergency
	Fire doors should open easily in the direction of travel,  normally have a safety vision panel, have only one means of fastening (not a key) and be free from any obstructions, slip or trip hazards and be available at all times.
	

	
	24. Will everybody be able to safely use the escape routes from your premises
	Free from obstructions of any kind or any defect that may affect the free flow of traffic.  Be usable by disabled people.
	

	
	25. Are the people who work in your building aware of the importance of maintaining the safety routes?
	By receiving sufficient training and ensuring that fire doors are not wedged open or combustible materials are not stored within escape routes.
	

	
	26. Are there any particular or unusual issues to consider
	Consider the layout or particular complexity and security (Arson controls) of the building.  Changes of direction, stairs or any storage of flammable liquids, chemicals or combustible materials.
	

	
	27. Are your premises used during periods of darkness
	Outside of normal working hours and in times of darkness, extra controls should be considered to allow for safe evacuation of anyone who may be on the premises. i.e. lighting, emergency contacts, security of site.
	

	
	28. Will there always be sufficient lighting to safely use escape routes
	There should be sufficient lighting during times of darkness for people to immediately identify the emergency routes and exits.
	

	
	29. Do you have back up power supplies for emergency lighting
	Batteries or alternative emergency supplies.
	

	
	30. Where necessary are escape routes and exits, fire fighting equipment indicated by appropriate signs
	There should be sufficient and suitable signage to indicate extinguishers, emergency routes, exits and equipment.
	

	
	31. Have you provided appropriate and sufficient notices for fire safety
	There should be appropriate signage indicating emergency exits and direction of travel.
	

	
	32. Are all signs and notices maintained and legible and clearly visible
	Any signs provided for Health and Safety purposes must be maintained and clearly visible and comply with the H & S (Signs and Signals) Regs 1996.
	

	
	33. Do you regularly check all fire doors and escape routes and associated lighting and signs
	Safety inspections should be carried out at least once a month and the results recorded.
	

	
	34. Do you regularly check all your fire fighting equipment
	Fire fighting equipment should be checked monthly to ensure it remains serviceable.  It should be inspected and serviced annually by a competent person.
	

	
	35. Do you regularly check your fire detection and alarm equipment
	Tests by competent person:

Weekly - fire detection and warning systems  

Monthly - emergency lighting

6 monthly -  test and maintain the fire detection and warning system   

12 monthly -  maintain all alarms and other installed systems
	

	
	36. Are those who test and maintain the equipment competent to do so
	Servicing and maintenance should be carried out by competent personnel with specialist knowledge of fire detection and warning systems.
	

	
	37. Do you keep a log book to record tests and maintenance
	A log book detailing all maintenance, testing and inspections of fire alarm equipment.
	

	
	38. Have you evaluated the fire risk to people in your building
	The results of this assessment should be evaluated to ascertain the fire risk.  Steps should then be taken to eliminate or reduce the risk
	

	
	39. Have you removed or reduce the fire hazards in your building
	Review fire hazards- Sources of ignition, fuel, and oxygen and take steps to either remove or reduce them to the lowest possible level.
	

	
	40. Have you removed or reduced sources of ignition
	See 1.1 - Look at ways to eliminate or reduce ignition sources through selection and servicing of appropriate equipment.
	

	
	41. Have you removed or reduced sources of fuel
	See 1.2 - Eliminate or reduce amounts of fuel held and use of appropriate storage.
	

	
	42. Have You removed or reduced the sources of air or oxygen
	See 1.3 - Close all doors and windows not required for ventilation, shutting down ventilation systems when not in use, controlling use and storage of oxygen and gas cylinders.
	

	
	43. Have your removed or reduced the fire risks to people
	Are you certain that there are sufficient exits, extinguishers and an adequate alarm system in place?  Are they tested regularly?
	

	
	44. Considered the need for fire detection and warning
	If there is no fire detection fitted do you need it as an additional control to protect life/property following your fire risk assessment?
	

	
	45. Considered the need for fire fighting equipment
	Is additional fire fighting equipment or sprinkler systems required to protect life/property following your fire risk assessment?  
	

	
	46. Determined whether escape routes are adequate
	Minimum width of 750mm can handle up to 100 people in normal/low risk premises

Minimum width of 1050 can handle up to 200 people in normal/low risk premises.

N.B.The higher the risk the lower the number of people
	

	
	47. Determined whether lighting and emergency lighting are adequate 
	Is there sufficient lighting to ensure that people can safely find there way to the nearest fire route and final exits?
	

	
	48. Carried out regular tests and maintenance of safety equipment
	Any equipment provided in the interests of fire safety should be tested and maintained regularly in compliance with the manufactures recommendations.
	

	
	49. Considered the need for any other equipment or facilities
	Access for fire engines and fire-fighters, fire fighting shafts and lifts; sprinkler or water mist systems; smoke-control systems; communications and information for fire-fighters; fire-fighters switches.
	

	4.
	Record, plan, inform, instruct and train
	
	

	
	1. Have you recorded the significant findings of your assessment
	Where 5 or more people are employed significant findings of the fire risk assessment must be recorded
	

	
	2. Have you recorded what you have done to remove or reduce the risk
	As at 4.1 with arrangements taken to eliminate or reduce the fire risk.  
	

	
	3. Are your records available for inspection by the enforcement authorities
	The enforcement authorities will monitor arrangements made to reduce the fire risk to see that they are implemented in a timely manner.
	

	
	4. Do you have an emergency plans and, where necessary, have you recorded the details
	Emergency plans dealing with any fire situation should be devised and published to all persons using the premises.  They should bed revised as often as required, or at least annually.
	

	
	5. Does your plan take account of other occupants or employers emergency plans applicable in the building
	Emergency plans should be co-ordinated with other occupants or employers using the premises.
	

	
	6. Is the plan readily available for staff to read
	Fire risk assessments and the emergency plans devised as a result must be published and made available to all people who may use the building.
	

	
	7. Is the emergency plan available to the enforcing authority
	Similar to 4.3 the enforcement authorities may wish to inspect your emergency plan.
	

	
	8. Have you told staff about your emergency plan
	Your emergency plan and the arrangements contained within should form part of induction and re-enforcement training or information provided to all employees and other people using the building.
	

	
	9. Have you informed guests and visitors about what to do in an emergency
	See 4.8
	

	
	10. Have you identified people you have nominated to do a particular task
	Incident controller - takes charge in an emergency situation - usually the senior officer present

Floor Marshal - checks the offices prior to evacuation

Gate guardian - prevents people from re-entering a building before the all-clear is given
	

	
	11. Have you given staff information about any dangerous substances
	Staff should be informed of the nature and whereabouts of any hazardous or flammable substances kept within or around a building.
	

	
	12. Do you have arrangements for informing temporary or agency staff
	Agency staff, contractors, visitors and volunteers need to be aware of any hazards that they may come into contact with.
	

	
	13. Do you have arrangements for informing other employers whose staff are guest workers in your premises
	In shared premises employers have a duty to co-operate with other employers who may share the premises.  New staff etc should be provided with induction training.
	

	
	14. Have you co-ordinated your fire safety arrangements with other responsible people in the building
	Fire and emergency plans should be co-ordinated between departments and other building users.
	

	
	15. Have you recorded details of any information or instructions you have given and the details of any arrangements for co-operation and co-ordination with others
	Records must be kept on all aspects of the fire and emergency plans and co-ordination and co-operation between employers
	

	
	16. Have your staff received fire safety training
	Adequate fire safety training must be provided to all persons depending on their levels of responsibility.
	

	
	17. Have you carried out a fire drill recently
	Fire drills must be carried out twice a year covering all shifts and work patterns.  In schools, drills must be carried out each term covering all hours and areas where the buildings are in use.  False alarms where buildings are evacuated may be counted.
	

	
	18. Are employees aware of specific tasks if there is a fire
	See 4.10, staff appointed to specific duties in the event of a fire should receive adequate information and training.
	

	
	19. Are you maintaining a record of training sessions
	All training provided should be recorded in individual training records.
	

	
	20. Do you carry out joint training and fire drills in multi-occupied buildings
	Fire training in multi-occupied premises should be co-ordinated and recorded.
	

	
	21. If you use or store hazardous or explosive substances have your staff received appropriate training
	See 4.11
	

	5.
	Review
	
	

	
	1. Have you reviewed your fire safety risk assessment and plans 
	Fire risk assessments must be reviewed following significant changes of the use, layout or structure of the building, after an incident or at least annually.
	


	Remedial Action Plan



	DEFICIENCY
	REMEDIAL ACTION REQUIRED
	TO BE COMPLETED BY DD/MM/YY
	DATE COMPLETED DD/MM/YY
	VERIFIED BY NAME
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Fire Log

Premises ………………………………………………………………………………………………

	FIRE FIGHTING EQUIPMENT 

Record of routine weekly check and annual service

	Date
	Equipment tested
	Faults and remedial action taken by whom
	Signed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	FIRE DETECTION AND ALARM INSTALLATION 

Record of routine weekly check and annual service

	Date
	Equipment tested
	Faults and remedial action taken by whom
	Signed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	FIRE DRILL RECORD

	A fire drill should be held at least twice per year (at 6 monthly intervals) and a record kept of every drill.

	Date of drill:

	Type of drill:

	Number of staff involved:

	Optimum evacuation time:

	Actual evacuation time:

	Assessment of drill:



	Remedial action necessary:



	Person responsible for drill (print name):

	Director/Head of Section’s comments:



	Name:


Signature: 

Date: 



	PROVISION OF FIRE SAFETY INSTRUCTION TO INDIVIDUAL STAFF MEMBER(S)

	The instruction shown below has been provided to staff member:

	Name:


Job Title: 


Date:


Duration: 


Instruction was provided by (insert name): 


Subjects covered (tick box as necessary):

	(
(a)       
hazards and safe practices

	(
(b)
how to raise the alarm or action on hearing alarm

	(
(c)
calling the Fire Service

	(
(d)
plant shutdown/power isolation


	(
(e)
location and use of fire fighting equipment

	(
(f)
escape routes (location, use and keeping clear) and assembly point

	(
(g)
assisting evacuation of public and disabled (use and non-use of lifts)

	(
(h)
security measures (daily and in event of fire)

	(
(i)
safety signs, their meaning and measures to be taken

	(
(j)
function of and care with any active or passive fire protection systems

	(
(k)
use and importance of fire doors, door closers and release devices

	(
(l)
need to report hazards, faults, dangers etc.

	(
(m)
Particular instructions (describe) related to specific duties …….



	Comments by instructor and/or instructed:



	I confirm that I received instruction on the topics ticked above on the date given.

Name: 

Signature: 


(A copy of this record should be placed on the employee’s personal record file.)


	FIRE RISK ASSESSMENTS

Record of when undertaken and reviewed

	Date of Risk Assessment
	Date of Review
	Why Reviewed
	Name of Assessor
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	FIRE OCCURRENCE RECORD

	Date/

Time of Incident
	Nature of Fire/

Occurrence
	Cause
	Damage Sustained
	Investigation Undertaken by Whom
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Monthly Fire Extinguisher Inspection Checklist

To be carried out by the Responsible Person or their representative

Building:









Date:     /      /

Person inspecting:

[image: image21.wmf][image: image22.wmf]









Yes
No
Action

1. [image: image23.wmf]Are all extinguishers in their designated places?

(see floor maps for layout)

[image: image24.wmf][image: image25.wmf][image: image26.wmf]
2. Are all extinguishers unobstructed and clearly visible?

3. [image: image27.wmf][image: image28.wmf][image: image29.wmf]Is the operating instruction on all extinguishers is clean 

and legible and faces outward?

[image: image30.wmf][image: image31.wmf][image: image32.wmf]
4. Have any extinguishers been operated or discharged?

[image: image33.wmf]
5. Have any extinguishers been damaged?

6. Do all extinguisher gauges indicate that they are within 

operational and safety limits?

7. Are any of the seals or tamper indicators broken or missing?

	Extinguisher Type
	Location
	Fault
	Action By
	Checked By

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 Notification of New or Transferred Electrical Equipment
	Responsible person
	Location
	Date

	
	
	

	Business Unit
	Department
	Cost Code

	
	
	

	Ref
	Item
	Qty
	Serial/Asset

Number
	Make
	Model
	Date of Purchase or transfer
	Date of Disposal
	Reason
	Comments

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Return to Facilities Management, Torhill House, Torquay.

Main Council offices for which fire risk assessments will be undertaken by the Health and Safety Team
Brixham




Paignton



Torquay

Connections




Connections



Commerce House

Town Hall




Oldway Mansion 


Pearl Assurance House
Theatre




Parkfield House


Tor Hill House

Old Town Hall


Town Hall Torquay

Roebuck House

Union House

Unit 3

Vaughan Parade
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Evaluate the risks


Are existing fire safety measures adequate?


Control of ignition sources/sources of fuel


Fire detection/warning


Means of escape


Means of fighting fire


Maintenance and testing of fire precautions


Fire safety training of employees





Carry out any improvements needed





Keep assessment under review


Review if situation changes





Record findings and action taken


Prepare emergency plan


Inform, instruct and train employees in fire precautions





Identify the location of people at significant risk in the event of a fire





Identify fire hazards


Sources of ignition


Sources of fuel


Work processes
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