[image: ][image: ]
	
	


Fire

	

[bookmark: _GoBack]
		Created by Humza Khalique 2021 ©
COP 012 FIRE MANAGEMENT v2 Oct 2019.doc
Document No: COP 012


Version: 2


Date: 1.10.19




[image: image1]
[image: image48.png]





[image: image43.png]slwwmskwghgwukl

Borough Comml







[image: image44.jpg]CARBON







[image: image45.jpg]



[image: image46.jpg]



[image: image47.jpg]assembly
point







		Policy Schedule






		Policy owner and lead

		ODHR:  Health and Safety



		Consultation

		Trade unions

		Date: March 2019



		

		CCF

		Date: April 2019



		

		CMT

		Date: April 2019 



		Equality Impact Assessment

		Date: Not Applicable



		Approving body

		H&S Board



		Date of approval

		July 2019



		Date of implementation

		October 2019



		Version number

		Version 1



		Related documents

		Codes of Practice: 001, H&S Policy






		Review interval

		Annual





CONTENTS:










Page

1. 
Introduction









3


1.1 - 1.2 – definitions


1.3 – 1.4 – risk assessments


1.5 - legislation


2.
Training









3

2.1  - 2.6– standards/levels


3.
Risk Assessments 








3

Generic Risk Assessments


4.
Key Health and Safety Points






4

4.1     - for managers & supervisors


4.2     – for all employees


5.         Additional Information







5


5.1 – Supporting documents


5.2 - Reference documentation


6. 
Appendices









6

Appendix A:  
Key Words


Appendix B:  
Responsibilities of managers who have delegated 

authority to manage fire safety   





7

Appendix C 
Template to notify of material changes




10

Appendix D 
Fire risk Assessment Documentation List




11

Fire Safety Log book & Emergency Plan






13

1. INTRODUCTION


1.1 The aim of this document is to identify the principal risks to the health and safety of employees, contractors and the members of the public arising from fire and specify the general precautions that must be taken to eliminate or reduce these risks. 


1.2 For the purposes of this guide the term ‘fire’ refers to sources of ignition, sources of fuel, fire protection, means of escape and housekeeping.


1.3 Each premises will require a specific assessment that would normally be carried out by the building manager and a qualified fire risk assessor.


1.4 Separate risk assessments should ideally be carried out for premises that are made up of a number of buildings or where there are different uses within one building. In these circumstances, the chosen fire precautions must be integrated to prevent conflict.


1.5 There are specific legal requirements, duties and responsibilities contained within the Regulatory Reform (Fire Safety) Order 2005.


2. TRAINING 


2.1 All staff must be provided with sufficient instruction, training or supervision to be able to carry out their work safely. Staff should be provided with details on the emergency fire procedures.


2.2 Fire Wardens (where required) will need specific training.


2.3 Managers and supervisors should have sufficient experience or training to be able to identify fire hazards involved in the work activities under their control.


2.4 Any employee who is required to carry out risk assessments should as a minimum have attended the appropriate fire training modules. 


2.5 Any employee who is required to use work equipment must be trained in its safe use. Training records should be kept and maintained.


2.6 Regular fire drills should be carried out.


3. RISK ASSESSMENTS 


3.1 Premises as a whole will require specific assessments – see 1.4 above.

3.2 Where variations from standard practice are adopted, a specific assessment to support that decision must be completed.


4   KEY HEALTH AND SAFETY POINTS


4.1 Managers and supervisors must ensure that:


· All employees or contractors work in accordance with the adopted safe working practices and procedures.


· Employees are provided with sufficient levels of information, instruction, training and/or supervision.


· All accidents, incidents, near misses and problems are reported and recorded as soon as possible.


· All work equipment and personal protective equipment is maintained to a safe condition.


· There is an emergency plan for the event of a serious fire (i.e. for evacuation, correct assembly point, training records for calling out the Fire and Rescue service with details of the various levels of responsibility that the staff have).


· A regular system of monitoring for fire hazards is established.


· Regular evacuation drills are undertaken.


· Fire alarm, call-point and emergency lighting tests are conducted regularly.


· All hazards are eliminated or minimised to reduce the risk of injury.


· All necessary documentation is maintained.


4.2 Employees must ensure that:


· They adhere to the adopted safe working practices and procedures.


· All accidents, incidents or near misses are reported to their manager or supervisor as soon as possible.


· They immediately bring to the attention of their manager or supervisor any uncontrolled hazards.


· They use work equipment in the correct manner and report any defects to their manager or supervisor.


· They are familiar with emergency fire evacuation procedures.


5   ADDITIONAL INFORMATION


5.1 The suite of documents that support this Code of Practice are appended below.


5.2 Reference Documentation


Guides in the Series: 


Office and Shops 



ISBN-13:978 1 85112 815 0 


Factories and Warehouses 


ISBN-13:978 1 85112 816 7 


Sleeping Accommodation 


ISBN-13:978 1 85112 817 4 


Residential Care Premises


ISBN-13:978 1 85112 818 1 


Educational Premises 


ISBN-13:978 1 85112 819 8 


Small and Medium Places of Assembly 
ISBN-13:978 1 85112 820 4 


Large Places of Assembly 


ISBN-13:978 1 85112 821 1 


Theatres, Cinemas and similar Premises 
ISBN-13:978 1 85112 822 8 


Open Air Events and Venues 


ISBN-13:978 1 85112 823 5 


Health Care Premises


 
ISBN-13:978 1 85112 824 2 


Transport Premises 



ISBN-13:978 1 85112 825 9 


Supplementary Guide- Means of Escape


For Disabled People  



ISBN-13:978 1 85112 873 7


These guides are also available from:


Department for Communities and Local Government Publications, 


PO Box 236, 


Wetherby, 


West Yorkshire.  LS23 7NB 


They are also available free to download on the DCLG website www.firesafetyguides.communities.gov.uk 


.


Key Words


Responsible Person – This is the person or body corporate that is the employer or that owns the premises or has control over the premises or the activity.  Where there are two or more responsible persons, (e.g. tenant/landlord, multiple tenancy building or adjacent premises) they must co-operate, share information and collaborate to provide measures. For the purposes of the Order, the Responsible Person in most cases will be the Slough Borough Council with delegated authority to the Level 3 or 4 Manager who has control over the premises – i.e. Head of Service, Head teacher, Building Manager, Facilities Manager, Unit Manager etc.


Employee – This has a broad definition and can include staff, temporary agency and casual staff.  Employees have rights and responsibilities under the Order.  The responsible person must consult employees on fire safety matters and provide information for them.  An employee must not act in a way that endangers him or others, must inform on co-workers who do, and co-operate with the employer.  


Relevant Person – Anyone who is not an employee but is legally on the premises or anyone who is not on the premises but who may be affected e.g. contractors, members of the public, clients, and pupils.  


Competent Person – Anyone appointed by the Responsible Person (or by the person who has been given delegated authority by the Responsible Person) to help ensure fire risks are managed. This may be a Fire Warden or a Fire Alarm Service Engineer, they may be directly employed or a subcontractor but the important word is competent which means the person has sufficient training, experience and knowledge.


Enforcing Authority – Normally the fire and rescue service but may be the HSE in certain circumstances.


Inspector – Person appointed by the Enforcing Authority (normally a Fire Officer from the local fire and rescue service).  


Enforcement - Failing to comply with the main provisions from carrying out risk assessments to maintenance and training of the Order may result in a fine or up to two years in prison.  


Fire Risk Assessment - The cornerstone of the Order is the Risk Assessment.  This must be reviewed regularly and if necessary amended.  The Risk Assessment must be formally recorded.


Risk Rating - The category or level or risk assigned following risk assessment (such as high, medium and low).

Maintenance - All equipment provided for the purpose of fire safety or for the use or protection of fire fighters must be maintained and kept in good order.  


Means of Escape - You must provide suitable means of escape for the number and type of occupiers on the premises, at any given time.


Escape Routes and Exits - Escape routes must be established and always available, doors will normally open in the direction of escape, no sliding or revolving doors where practicable, adequate in size and provided with emergency lighting and signs.  


Signs and Notices - Appropriate signs and notices must be provided: 

· Giving appropriate instruction to employees and others including Fire Action Notices;


· Indicating the position of extinguishers;


· Indicating emergency routes and exits.  

Fire Detection and Alarm - An appropriate fire detection and alarm system should be provided.  The type and extent of the fire alarm would be subject to the use of the building and the requirements of the Risk Assessment.  

Emergency Lighting - Escape routes should be provided with emergency lighting.  

Compartments and Doors - You must take measures to reduce the risk of the spread of fire.  This can be taken as ensuring all fire resisting walls and doors are kept in good order, walls are not breached and fire doors have appropriate seals and closing devices.  


Fire Fighting - You must provide appropriate fire fighting equipment.  In general this means portable extinguishers but may include hose reels and sprinklers where appropriate.  


Maintenance - Any and all equipment installed for the purposes of fire safety must be maintained in good working order.  The person who does the maintenance must be competent.  You may need to provide evidence that they are e.g. ISO9001 certified, BAFE Approved, etc.  


Training - All employees must be given adequate training, including "action to be taken", when they commence employment and receive refresher training as appropriate.  Further training would be required if there were any change that may affect fire safety e.g. change of work, new systems or alteration to the building.  The training should be provided during normal working hours.  The employer must carry out regular fire drills.   


Employee Rights and Responsibilities -  You must ensure that any person you employ (directly or indirectly) is provided with all information related to fire safety.  You must consult with your employees with regard to fire safety issues.   


Premises and workplaces vary considerably in size and risks.  As a consequence the order contains vagaries using words like "adequate", "appropriate" and "reasonable".  


Responsibilities of managers who have delegated authority to manage fire safety


Policy


You must: 


• Ensure that the risks from fire have been identified.  


• Reduce the risk of the outbreak of fire.  


• Reduce the risk of the spread of fire.  


• Provide means of escape.  


• Demonstrate preventative action.  


Procedures 


You must set up a procedure for dealing with a fire including regular fire drills.  The procedure shall identify the circumstances that trigger the emergency, who is responsible for what tasks, how the evacuation should take place and when people should be readmitted.  


In addition procedures should be established to: 


· Ensure that the means of escape are available at all times.  


· Provide fire extinguishers.  


· Give appropriate instruction to employees.  


· Ensure people from outside organisations are properly controlled and informed e.g.    permits to work, signing in and out, induction training.  


Fire Risk Assessment 


You must have an up to date written fire risk assessment.   The Risk Assessment must record the significant findings and the measures made or to be made.  You must review the risk assessment regularly and where a change may affect fire safety, such as a change of work activity, alteration to the building or a change in its use the risk assessment must be amended accordingly.  


Fire Safety Arrangements 


You must have a recorded system for managing Fire Safety.   

Records


By keeping records you can prove you have acted responsibly but if you don’t have records it leaves the matter open to doubt.  A simple Logbook may suffice.  Records should include reviews of the Fire Risk Assessment, Fire Safety Policy, procedures or arrangements, training records, drills, certificates for the installation and maintenance of any fire safety systems or equipment.  The inspector can demand to see the records.    The purpose of this Logbook is to assist the Person in Charge, or others delegated as the RP, (Responsible Person), with co-ordinating in a single location, a fire safety management system that demonstrates compliance with current fire safety legislation.


We have produced a separate Fire Safety and Emergency Plan Logbook.   This provides for mandatory fire precaution systems and control.   (The Log Book can be taken out of this CoP and held separately if required.)

Any existing premises documentation, (that overlaps the contents of this Fire Log Book), may be retained, provided they are current and placed in the most appropriate section.


Where it has been identified that tests/inspections are the responsibility of the Site  

Controller/Duty Holder, then they must ensure that these are recorded in the relevant section.

Where such tests/inspections are the responsibility of specialist engineer/contractor, they must ensure that completion of relevant documentation.


APPENDIX C


Details of Material Changes


		Premises Address:

		Name:


Manager:






		Details of Changes/Proposed Changes






		Details of what fire safety improvements are being considered to mitigate the above changes






		Date:                                          Signed By:








Please Return to:


Corporate Health and Safety or _healthandsafety@slough.gov.uk 

APPENDIX D


Fire Risk Assessment Documentation List


Complete the list to identify where the documentation is located for easy reference.


		

		File Reference 

		To be Reviewed 


By When & Whom



		Bomb Threat Procedure

		Fire Log Book

		



		Business Continuity Plan

		

		



		Contractors and Visitors procedure 

		

		



		Control of Contractors procedure (Including Permit to Work) 

		Fire Log Book

		



		Copy of CoP 012 Fire Management

		

		



		CoSHH assessment for flammable materials 

		

		



		Daily/Weekly/Monthly Inspection Sheets

		Fire Log Book

		



		Defect / hazard book

		

		



		Details of any risk posed by neighbouring properties 

		

		



		Emergency Evacuation procedure  

		

		



		Emergency Evacuation Procedure in place for disabled clients, staff and visitors  (PEEPS)

		Fire Log Book

		



		Emergency Lighting Tests

		Fire Log Book

		



		Emergency Procedure for Out of Hours use – e.g. lettings and hiring’s (with a copy of their evacuation procedure)

		

		



		Fire Action Notice 

		

		



		Fire Alarm Call Panel clearly marked with zones.   Plan of building to be placed nearby*

		Fire Log Book 

		



		Fire Alarm Weekly Test 

		Fire Log Book

		



		Fire Drill Log

		Fire Log Book

		



		Fire Extinguisher Inventory and Test 

		Fire Log Book

		



		Fire Log maintained and up to date (alarm/emergency lighting etc)

		Fire Log Book

		



		Fire procedures discussed and recorded at Induction 

		

		



		Fire Signage Survey

		

		



		Fixed electrical installation records

		

		



		Fixed Fire Fighting Testing Records (Dry/Wet Risers, Hose Reels etc)  

		Fire Log Book

		



		Gas Safety Records

		

		



		History of any previous fires 

		

		



		Insurance requirements 

		

		



		Lettings/Hiring Policy/Procedure

		

		



		Liaison  meetings with other employers and neighbours 

		

		



		Lightning conductor maintenance

		

		



		List of High Dependency Staff/Clients

		

		



		Lone Working and Out of Hours Procedure

		

		



		Muster Point Signed

		

		



		PAT records

		

		



		Previous Fire Risk Assessments 

		

		



		Procedure for Duty Manager when reaching fire alarm panel 

		

		



		Risk Assessment for Security and Arson

		

		



		Risk Assessment for Specific Clients/Staff

		

		



		Risk Assessment High risk activities identified and separate risk assessment in place (portable heater use, extension lead use, cooking, curriculum activities, “hot work” – [usually contractors], corridor displays

		

		



		Risk Assessment High risk areas identified and separate risk assessment in place (e.g. boiler room, main hall kitchen/servery, cookery areas, Kiln room, art materials storage, library, chemical store, cleaners cupboard, computer room, workshop)

		

		



		Safety Inspection Records

		

		



		Site Plan showing: Fire assembly point, fire extinguishers, call points, main escape routes, exits, fire zones, detectors, boiler room/electric cupboard/rooms/fuse panels, main gas cut off valves etc

		

		



		Smoke Detectors Service

		Fire Log Book

		



		Smoking Policy 

		

		



		Staff duties recorded 

		

		



		Training Certificates and Contents of Training, (e.g. fire risk assessment, fire marshal, fire extinguisher) and in-housetraining given to all staff

		Fire Log Book

		







Premises name and address:


Head of Establishment/Department/School:


Competent Person:


General Index:


		Section 1:

		Fire Safety Policy 




		



		Section 2:

		Useful Telephone Numbers 




		



		Section 3:

		Site Map 




		



		Section 4: 

		Emergency Plan 




		



		Section 5: 

		Responsible Persons and Fire Wardens 

		



		Section 6:

		Emergency Evacuation and Fire Drills 




		



		Section 7: 

		Training and Training Records




		



		Section 8: 

		Procedures For Site Staff and Specialist Contractors; 


Copy of Fire Action Notice;


Bomb Threat Procedure 




		



		Section 9:

		Annual Planner 




		



		Section 10: 

		Means Of Escape and Weekly Inspections 




		



		Section 11:


Section 11a

		Equipment Testing (Site): 


Fire Detection and Alarm System; 


Fire Fighting Equipment; 


Emergency Lighting;


Equipment Testing (Specialist Contractors): 


Smoke Detectors;


Fixed Electrical Installation Records;


Gas Safety Records;


Lightning Conductor Maintenance


Passenger Lifts (if applicable) 




		



		Section 12: 

		Fire Risk Assessment




		



		Section 13: 

		Procedures for Visitors




		



		Section 14: 

		Procedures for Contractors incl. Permit to Work




		



		Section 15: 

		Visits By Enforcing Authority




		



		Section 16: 

		Personal Emergency Evacuation Plan


Evacuation Chairs (if applicable)

		





(Note: Guidance and advice are given in italics)


Section 1


Fire Safety Policy


1.0 
Introduction


1.1
As building usage becomes ever more flexible in response to the needs of the local community, so compliance with fire safety legislation becomes more important.


1.2
Fire legislation was requires a ‘risk-based’ approach; whereby the level of control measures required are determined by the level of risk of fire to persons and property.


1.3
The new legislation is quite explicit in that the Responsible Person (or RP) is now liable to take all reasonable steps to ensure the safety of relevant persons at the premises.  To support the RP therefore, this Fire Log Book, (and associated documents), gather together all necessary information and guidance – thus any significant risk of fire is removed or reduced.  


1.4
To aid the RP in achieving compliance, the following person has been given delegated authority to deal with fire safety matters in these premises:  (INSERT JOB TITLE)

1.5 For ease of use, (and updates), this Fire Log Book shall be in loose leaf format, e.g. A4 ring binder, kept up to date, and available for inspection by the Corporate Health and Safety Team, Building Services or the Enforcement Authority as required.


2.0
Purpose


2.1
The purpose of this logbook is to assist the person with delegated authority with co-ordinating in a single location, a fire safety management system that demonstrates compliance with current fire safety legislation.


3.0
Scope


3.1 This Fire Log Book provides for mandatory fire precaution systems and control. 


3.2 Any existing premises documentation, (that overlaps the contents of this Fire Log Book), may be retained, provided they are current and placed in the most appropriate section. 


3.3 Where it has been identified that tests/inspections are the responsibility of the Site  Controller/Duty Holder, then they must ensure that these are recorded in the relevant  section. Where such tests/inspections are the responsibility of specialist engineer/contractor, they must ensure that completion of relevant documentation.

Employees Fire Instruction & Procedures 


In the event of fire, the safety of occupants depends heavily upon the ability of employees to respond promptly; therefore all employees will be made aware of, instructed and trained to ensure that they understand, the fire precautions applicable to the building and the action to be taken in the event of fire. 


This will include employees on shift duties outside the normal working hours. 


The aim is to ensure that all employees receive instruction, practical demonstration and training appropriate to their responsibilities in the event of an emergency. 


All occupants will be made aware of evacuation procedures to be followed in the event of fire and those occupants who are able will be encouraged to participate in fire drills. 


Instructions  will be  given  by  a  competent  person,  at  induction  for  all  new employees and at such intervals as to ensure that everyone at work is instructed, preferably twice and in all cases at least once in each period of 12 months.   


Instruction and training for employees generally will cover the emergency plan, including:-


· The action to be taken upon discovering a fire;


· The action to be taken upon hearing the fire alarm including arrangements for managing fire alarm actuation and checking the premises to identify if there is afire;


· Raising the alarm and the location of alarm call points and alarm indicator panels;


· The correct method of calling the fire brigade. By use of a telephone within an area of the     building (i.e. reception area) which is not considered at risk or by use of a mobile phone etc;


· The location and use of fire fighting equipment;


· Knowledge of escape routes;


· Appreciation of the importance of fire doors and of the need to close all doors at the time of a fire and on hearing the fire alarm; 


· How to move persons such as persons with mobility or sensory disabilities or difficulties  who  may  require  assistance  in  an  emergency  including,  where appropriate, horizontal movement between protected areas; 


· Arrangements to provide relevant information to the emergency services as they arrive including details of any persons who may be missing and the extent, location and nature of the fire, along with details of other hazards such as gas cylinders: 


A practice fire drill will be carried out at least once every 2 terms in schools (quarterly), and at all other establishments preferably twice annually and in all cases at least once in each period of 12 months simulating conditions in which one or more of the escape routes from the building is obstructed. 


During these drills the fire  alarm  will be operated by an employee who is told of the supposed outbreak  and,  thereafter,  the  fire  routine  should  be  rehearsed  as  fully  as circumstances allow. (In small premises where not more than two employees are available, the exercise could take the form of a walk over the escape routes, checking fire doors, the position of fire alarms and fire equipment.) 


The training and instruction given will be recorded.   The following are included in the records as necessary:-


· Date of Instruction or exercise;


· Duration;


· Name of person giving the instruction;


· The nature of the instruction, training or drill;


· Any special provisions or equipment for use (i.e. evacuation chairs, vibrating pager systems etc)


· The nature of the instruction, training or drill;


· Enter description of training given in Section 1.3;


· Any special provisions or equipment for use (i.e. evacuation chairs, vibrating pager systems etc: 


A competent person will organise staff training and co-ordinating the actions of employees in the event of fire. 


At conspicuous positions in all parts of the premises printed notices will be exhibited stating, in concise terms, the essentials of the action to be taken upon discovering a fire and on hearing the alarm. 


Notices giving more detailed instructions will be exhibited in all staff rooms, in residential accommodation and on all notice boards. 


Lifts must not be used during any evacuation unless designated fire lifts.  All lifts must be marked.


FIRE PROCEDURES: 


If you have a FIRE 


If anyone discovers fire or smoke, smells burning or suspects there is a fire (but not just an alarm activating) they are to be advised to operate the fire alarm and dial 999 (or to follow your emergency plan if you have different internal arrangements for calling the Fire and Rescue Service).  The Fire and Rescue Service will make an immediate response while you are evacuating the premises of all persons. There should be someone nominated to meet the Fire and Rescue Service on arrival to inform the crew about the nature and location of the fire. 


Premises with Automatic Fire Alarms during occupied periods: 


When the automatic fire alarm is activated for any reason the following actions must be included in the premises emergency action plan:-


· All non-essential persons to be evacuated from the premises; 


· A nominated person to check the fire alarm panel to determine where the possible fire is located and carry out a sweep of the area to evacuate people and to determine if there is an actual fire or a false alarm; 


· If the nominated person discovers fire or smoke, smells burning or suspects there is a fire they are to dial 999 and leave the building. The nominated person should await the arrival of the Fire and Rescue Service to provide relevant information as they arrive including details of any persons who may be missing and the extent, location and nature of the fire, along with details of other hazards such as cylinders; 


If the nominated person can find no evidence of a fire or smoke then do not call the Fire and Rescue Service but try to reset the alarm. If the alarm resets satisfactorily the building can be reoccupied.   You should inform the Alarm Company of the false alarm.  


If the alarm will not reset for any reason the nominated person should dial 999 inform the Fire and Rescue Service that the premises have been checked, no signs of fire were found but the fire alarm will not reset, leave the building and await the arrival of the Fire and Rescue Service; 


When the Fire and Rescue Service have been called to attend site the fire alarm panel must not be reset until the al clear has been given.


The above procedures will apply even if the alarm is passed directly to the Fire and Rescue Service via an alarm receiving centre. 


Warning: As the Fire and Rescue Service will not automatically respond to reports from alarm receiving centres during occupied periods it is essential if there is a fire or signs of a fire to call the Fire and Rescue Service via 999. Where your premises have an automatic link via an alarm receiving centre it would be useful to inform the Fire and Rescue Service what caused the alarm to activate as soon as it has been identified, you should do this via 999. Where you do not confirm the cause you may receive a call from the Fire and Rescue Service asking for this information. 


During Unoccupied Periods: 


When the premises are unoccupied and the Fire and Rescue Service receive a 999 call from a passer-by or automatically via an alarm receiving centre an emergency attendance will be made. Whilst awaiting the attendance of the key holder the Fire and Rescue Service will carry out an external check of the premises. If the key holder does not attend within 20 minutes to provide access, depending on a risk assessment at the scene, the Fire and Rescue Service may force entry to allow an internal search of the premises or return to their base station. 


If the Fire and Rescue Service have left the scene by the time the key holder arrives it will normally be the key holder’s responsibility to make a check of the premises and to dial 999 if they discover a fire or smoke, smell burning or suspect there is a fire. 


Section 2


Useful Telephone Numbers

		Name

		Address

		Telephone Number



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





Section 3


Site Map


The premises Site Plan should be marked with:


· Essential structural features such as the layout of the building, escape routes, doorways, walls, partitions, corridors, stairways etc (including any fire-resisting structure and self-closing fire doors provided to protect the means of escape);


· Location of heat and smoke detectors;


· Location of emergency lighting;

· Means for fighting fire (details of the number, type and location of the fire fighting equipment e.g. fire extinguishers);


· The location of manually operated fire alarm call points and control equipment for the fire alarm and sounders;


· The location of any emergency lighting equipment and any exit route signs;


· The location of any automatic fire-fighting system and sprinkler control valve;


· The location of the main electrical supply switch, the main water shut-off valve and, where appropriate, the main gas or oil shut-off valve; 


· The location of any hazardous or flammable substances or pressurised containers (e.g. oxygen cylinders);


· Siting and marking of external fire assembly points.


On the following page there are some example fire symbols and abbreviations you may wish to use.


Please insert copy of the Site Plan in this section.


Key to Plan Symbols and Abbreviations


When marking up a drawing you could use any symbols of your own choice providing you create a legend showing what each symbol represents. 


Depending on the reason for the drawing, Means of Escape for instance you may use the symbol to show an area to be covered, in accordance with the current British Standard, not the exact location, and the symbols below would be acceptable. 


		Symbol or Abbreviation

		Item

		Description



		[image: image2.emf]

		Doors - Fire Resisting

		Having regard to the relevant British Standard the need to provide 30 minutes fire resistance standard is provided by the doors so indicated. Associated fan lights and transom lights over these doors are of fire resisting glazing and fixed shut 



		[image: image3.emf]

		Doors - Fire Resisting

		Where the degree of fire resistance is accepted as exceeding 30 minutes, that period is as shown in minutes. Associated fan lights and transom lights over these doors are of fire resisting glazing and fixed shut



		SC 

		Doors - Self Closing Devices 

		Doors so indicated are fitted with devices, other than rising but hinges, which will maintain the door(s) effectively self-closing.



		SCA


 

		Doors - Automatic Releases

		Doors so indicated are provided with automatic releases that are designed to hold a fire-resisting door or leaf of a fire-resisting door in the fully open position and to permit the door or leaf to close automatically upon the actuation of the fire alarm system.



		SD

		Doors – Security

		Doors so indicated, which may be secured when certain parts of the premises are not in use, are provided with special fastenings.



		FFF

		Doors - Free From Fastenings

		Doors so indicated are free from all forms of fastenings other than the ball or roller catches.



		[image: image4.emf]

		Fire Resisting Construction

		Having regard to the relevant British Standard and the need to provide 30 minutes fire resistance the standard provided by the construction is so indicated.



		FRG

		Fire Resisting Glazing

		Glazing so indicated is accepted as being constructed so as to comply with the relevant British Standard, as having a fire resistance of 30 minutes and is fixed shut.



		FRG
60 

		Fire Resisting Glazing

		Where the period of fire resistance is accepted as exceeding 30 minutes the period is as shown in minutes.



		FRG/H

		Fire Resisting Glazing Height above the floor level

		Glazing so indicated is not lower than 1.06m from floor level.



		[image: image5.emf]

		Fire Extinguishers - Hose Reel

		Hose Reel(s) so indicated, the length of which is shown in
metres and conforms to the relevant British Standard.



		[image: image6.emf]

		Fire Extinguishers - Water

		Portable “WATER TYPE” fire extinguisher the capacity of which is shown in litres and to the relevant British Standard.



		[image: image7.emf]

		Fire Extinguishers – Foam

		Portable “FOAM TYPE” fire extinguisher the capacity of which is shown in litres and to the relevant British Standard.



		[image: image8.emf]

		Fire Extinguishers - Dry Powder

		Portable “DRY POWDER TYPE” fire extinguisher the capacity of which is shown in Kgs and to the relevant British Standard.



		[image: image9.emf]

		Fire Extinguishers - Carbon Dioxide

		Portable “CARBON DIOXIDE TYPE” fire extinguishers so indicated the capacity of which is shown in Kg and conforming to the relevant British Standard.



		[image: image10.png]W






		Fire Extinguishers - Vaporizing Liquid

		Portable “VAPORISING LIQUID TYPE” fire extinguishers so indicated the capacity of which is shown in kg and conforming to the relevant British Standard. 
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		Fire Extinguishers - Fire Blanket

		Fire Blankets so indicated the size of which is shown in metres conforming to the relevant British Standard.
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		Fire Alarm - Call Point

		Fire Alarm Call Points so indicated conform to the relevant
British Standard.
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		Fire Alarm - Audible Warning Device

		Audible Warning Devices so indicated which conform to the relevant British Standard.
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		Fire Alarm - Visual Warning Device

		Visual Warning Devices so indicated which conform to the relevant British Standard
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		Fire Alarm - Internal Telephone

		The Internal Telephones so indicated
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		Fire Alarm - Indicator Panel

		Fire Alarm Indicator Panel(s) so indicated which conform to the relevant British Standard.
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		Fire Alarm - Manual Sounders

		Manual Fire Alarm Sounders so indicated. 
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		Automatic Fire Alarm - 
Heat

		Automatic Detector Heads so indicated forming part of the fire warning system, which conforms to the relevant British Standard.
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		Automatic Fire Alarm - 
Smoke

		Automatic Detector Heads so indicated forming part of the fire warning system, which conforms to the relevant British Standard.
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		Emergency Lighting Points

		Lighting Points so indicated which conform to the relevant British Standard form part of the emergency lighting system.
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		Emergency Lighting Hand Lamp

		Hand lamps so indicated, together with the hand lamps issued to members of the staff.
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		Emergency Lighting - Illuminated Exit Box

		Illuminated “Exit” sign boxes which conform to the relevant
British Standard with letters of the height shown in mm.
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		Emergency Lighting - Illuminated Directional Exit Box

		Illuminated “Exit Directional Signs” which conform to the relevant British Standard with letters of the height shown in mm.
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		Fire Exit Sign

		Signs which conform to the relevant British Standard with letters the height shown in mm
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		Fire Exit Directional Sign

		Signs which conform to the relevant British Standard with letters the height shown in mm.
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		Fire Notice - General Notice

		Notices so indicated which show the general fire procedure as indicated in the "General Fire Procedure"
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		Fire Notice - Staff Notice

		Notices so indicated which show the staff fire procedure as indicated in the "Staff Fire Procedure"
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		Fire Notice - Keep door Shut Notice

		Doors so indicated are permanently marked with a notice
“THIS DOOR TO BE KEPT SHUT WHEN NOT IN USE”
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		Fire Notice - Slide to open Notice

		Doors so indicated are permanently marked with a notice and have the words “Slide to Open” in letters of the height shown in mm together with an arrow indicating the direction of travel.
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		Fire Notice - Fire Exit Keep Clear Notice

		Notices so indicated which have the words “FIRE EXIT - KEEP CLEAR” in letters of the height shown in mm.
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		Fire Notice - Keep door Shut Notice

		Signs so indicated which have the words “FIRE DOOR - KEEP SHUT” or words to the like effect.
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		Fire Notice - Door Fitted with Push Bars Notice

		Doors so indicated are permanently marked “PUSH BAR TO OPEN” immediately above the PUSH BAR in letters of the height shown in mm. 



		HRL

		Handrail

		Handrail(s) so indicated are fixed at a height of not less than 840 mm not more than 991 mm measured vertically above the pitch line or the travel surface.



		GRL

		Guardrail Balustrade or Wall

		Guardrail(s), balustrade(s) or wall(s) so indicated are fixed at or rise to a height of not less than 1. 06 m measured vertically above the pitch line or the travel surface. The space between the pitch line or travel surface and the underside of the guardrail or balustrade is in filled in such a manner as to prevent any person from falling through the side.



		WP

		Staircase - Weather Protection

		The protection from inclement weather for the staircase(s)



		R.S.

		Door - Roller Shutter

		Doors so indicated are ROLLER SHUTTER DOORS.



		U.O.

		Door - Up and Over

		Doors so indicated are UP and OVER DOORS.
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		Ramp

		RAMPS so indicated are of the ratio shown in metres together with an arrow showing the direction of ascent.



		V.P.

		Vision Panel

		Glazed panel situated to allow occupants observation of outer room.
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		Roof Light - Automatic Venting

		Roof lights for smoke venting as detailed in the “Smoke Venting Systems” 
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		Roof Light - Manual Venting

		Roof lights for smoke venting as detailed in the “Smoke Venting Systems” 
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		Roof Ventilator - Automatic Venting

		Roof Ventilators for smoke venting so indicated. As detailed in the “Smoke Venting Systems” 
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		Roof Ventilator - Manual Venting

		Roof Ventilators for smoke venting so indicated. As detailed in the “Smoke Venting Systems” 
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		Roof Ventilator - Manual Override Point

		Roof Ventilation Manual Override Points so indicated are as detailed in the “Smoke Venting Systems” 
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		Automatic Sprinkler Points

		Sprinkler Points so indicated which conform to the relevant British Standard.
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		Automatic Sprinkler - Main Valve

		Sprinkler Main Valve so indicated which conforms to the relevant British Standard.
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		Area Protected by a Pressurization System

		Pressurization System for Smoke Control so indicated which conforms to the relevant British Standard.
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		Hazard Location

		This symbol indicates each hazard and can be identified numerically or alphabetically on an attached schedule.


 





Section 4


Emergency Plan (Example) 


This Emergency Plan, must provide guidance on the following subject areas:


· Emergency Evacuation drills


· Weekly Fire Alarm test


· Fighting a fire


· Actions to be taken by staff discovering a fire


· Actions to be taken by staff hearing the fire alarm


· Actions to be taken by the ‘Incident Control Officer’ during an evacuation


· Actions to be taken by the Fire Wardens during an evacuation


· The ‘Emergency Pack’ 


· Evacuation of persons with restricted mobility


Details of the specific emergency actions that are carried out in the premises must be included in this plan.


Emergency Evacuation Drills

An emergency evacuation drill will be carried out at least every 6 months in order to familiarise staff and visitors with the procedures. These drills, and any resulting actions, will be recorded in the relevant section of the Fire Safety Log Book.


Weekly Fire Alarm Test


The Fire Alarm is tested briefly at (insert time) on (insert day), every week.  No evacuation of the premises is required at this time. 


However, if the fire alarm sounds for longer than 10 seconds, or at any other time, all staff must follow the emergency evacuation procedures.


Faulty sounders or areas where the fire alarm cannot be heard should be reported to the Responsible Person as soon as possible.


Fighting a Fire


Nominated persons have been trained in the safe use of fire extinguishers.


This is not to encourage fighting a fire, but to act as an aid to self-preservation or means of escape in the unlikely event that a fire should block a safe exit.


Fire fighting must only be carried out secondary to personal safety


Only persons who have been trained in the use of fire extinguishers should attempt to use them. 


Actions to Be Taken By Staff Discovering a Fire:


Raise the alarm by breaking the glass in the nearest fire alarm call point.


Attempt to extinguish the fire, using the provided appliances, only if you are competent to do so and it is safe. DO NOT TAKE PERSONAL RISKS.


Once the alarm has been raised, make your way to the Assembly Point, report where you discovered the fire to the ‘Incident Control Officer’ (identifiable by an orange high visibility jacket) and await further instruction. 

DO NOT use any lift (under any circumstances).


Ensure anyone under your direct care remains with you during an evacuation.


The main assembly point is green sign with a white tick 


Do not re-enter the building until given the all clear by the ‘Incident Control Officer’ (identifiable by an orange high visibility jacket).


Actions By Those Staff Without Specified Fire Duties Upon Hearing The Fire Alarm:


Make your way to the Assembly Point.


DO NOT use any lift (under any circumstances).


Ensure anyone under your direct care remains with you during an evacuation.


Do not re-enter the building until given the all clear by the ‘Incident Control Officer’ (Identifiable by an orange high visibility jacket).


Actions By The ‘Incident Control Officer’ During An Evacuation:


The ‘Incident Control Officer’ shall wear a high visibility jacket (so they are identifiable) and shall take control of the evacuation until the emergency services arrive.


In the first instance, the ‘Incident Control Officer’ shall confirm the location where the detectors have been activated by interpreting the main Fire Alarm control panel located in (insert location).

The ‘Incident Control Officer’ shall then contact the Emergency Services on (9)999 and put into affect the pre-arranged emergency evacuation procedures.


Once the Fire Brigade have been called then the Incident Control Officer should make their way to the agreed assembly point via the nearest final Fire Exit.


The ‘Incident Control Officer’ shall ensure that staff, visitors and contractors do not re-enter the premises, and shall greet the emergency services with the ‘Site Emergency Pack’.



Actions To Be Taken By The Fire Wardens During An Evacuation:


In the event of an emergency each Fire Warden is responsible for sweeping a designated area to ensure that there are no occupants in the respective rooms. A clipboard, pencil and plan of their designated area will be provided. This must be displayed in an easily accessible place.

As the ‘sweep’ is carried out, mark on the plan, with a clearly identifiable cross, to illustrate that the room is clear of occupants.


Make your way down the nearest available fire exit route evacuating the building in a prompt but safe manner.


Take your clipboard with attached map to the assembly point and report to the ‘Incident Control Officer’ (identifiable by an orange high visibility jacket). At this point, areas that could not be swept, for whatever reason, MUST be relayed to the ‘Incident Control Officer’, who will pass the information on to the Emergency Services. 


The ‘Emergency Pack’


The ‘Emergency Pack’ shall be located at (insert location) at all times, and shall contain:


An up to date copy of the Site Map marked with:


· Essential structural details such as layout, escape routes, etc 


· Location of gas / electricity / water shut off valves


· Any storage areas where flammables / chemicals are kept


· The number, type and location of fire fighting equipment


· The location of fire alarm call points


· The location of emergency lighting


· The location of smoke / heat detectors


A copy of the site ‘Emergency Plan’.


A copy of the Asbestos Register (i.e. the over-view or summary sheet).


Evacuation Of Wheelchair Users And Other People With Restricted Mobility


Where the individual concerned is a Borough employee, it is the responsibility of the individual’s line manager to identify whether they require any assistance in the event of an emergency.  If the individual concerned is a visiting member of the public or is attending a meeting then it is the responsibility of the host to ensure safe evacuation. Such assessments then aid the development of ‘Personal Emergency Evacuation Plans’ (See section 16 of the Fire Safety Log Book).


Section 5


Competent Persons and Fire Wardens


(Note:  If the Fire Warden responsibility is shared, e.g. due to premises work patterns, or ‘Lettings’, include all responsible persons or duty holders as well).


		Competent Person

		Job role

		Contact Number



		

		

		



		

		

		



		

		

		



		

		

		



		Fire Wardens



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





Where there is a need for particular staff to take an active role in fire evacuation, such as Fire Wardens/Marshalls, then training must be provided. Please contact the Corporate Health and Safety Team for available training options.


It is recommended that trained Fire Wardens undergo refresher training; separate to any normal fire evacuation drills, annually.  Record all related training in Section 7 of this Logbook.


 Section 6


Emergency Evacuation & Fire Drills


Fire drills shall be carried out, at least, every 6 months or as directed by the Fire Risk Assessment.


All employees, visitors and service users MUST follow the designated fire evacuation procedure during such drills.


Details of the fire drill should be recorded in the Fire Drill record template in the table below. The following are examples of matters that may need to be included in such a record:


· Date and time of the drill / false alarm / real event;


· Time taken to complete safe evacuation to places of safety;


· Name of Duty Officer during event;


· Any problems encountered; and


· Any lessons learnt to improve evacuation.


A de-brief process should always be carried out soon after each drill. This should involve all those who took part in monitoring and controlling the evacuation.


At intervals shown below drills should be conducted to simulate fire conditions i.e., one escape route obscured, different times – e.g. before start of working day, at lunchtime, no advance warning given other than to specific staff for the purposes of safety, the fire alarm should be operated on instructions of management.


Section 6


Fire Drill Records


		Date and Time 

		Evacuation Time

		1= Planned 


     Evacuation, 


2= False Alarm, 


3= Real Event

		Duty Officer

		Number of Employees Comments

		Total Number Present 



		

		

		

		

		

		



		Outcome/Remedial Actions/Comments 


                                                                                      Signed:





		Date and Time 

		Evacuation Time

		1= Planned 


     Evacuation, 


2= False Alarm, 


3= Real Event

		Duty Officer

		Number of Employees Comments

		Total Number Present 



		

		

		

		

		

		



		Outcome/Remedial Actions/Comments 


                                                                                      Signed:





		Date and Time 

		Evacuation Time

		1= Planned  


     Evacuation, 


2= False Alarm, 


3= Real Event

		Duty Officer

		Number of Employees Comments

		Total Number Present 



		

		

		

		

		

		



		Outcome/Remedial Actions/Comments 


                                                                                      Signed:





Section 7


Training & Records


Fire training should be based on the particular features of your workplace and:


· should explain your emergency procedures;


· take account of the work activity, the duties and responsibilities of staff;


· take account of the findings of the risk assessment; and


· be easily understandable by your staff.


· You should ensure that all staff (and contractors) are told about the evacuation arrangements and are shown the means of escape as soon as possible after attending your premises.


Training should be repeated (usually once a year) so that your staff remain familiar with the fire precautions in your workplace Include those who work in the premises outside normal hours, such as cleaners or shift-workers. 


Training should include practical exercises, e.g. fire drills, to make them familiar with its operation. 


Your training should include the following:


· the action to take on discovering a fire;


· how to raise the alarm and what happens then;


· the action to take upon hearing the fire alarm;


· the procedures for alerting members of the public and visitors including, where appropriate, directing them to exits;


· the arrangements for calling the fire brigade;


· the evacuation procedures for everyone in your workplace to reach an assembly point at a safe place;


· the location and, when appropriate, the use of fire-fighting equipment;


· the location of the escape routes, especially those not in regular use;


· how to open all escape doors, including the use of any emergency fastenings;


· the importance of keeping fire doors closed to prevent the spread of fire, heat and smoke;


· where appropriate, how to stop machines and processes and isolate power supplies in the event of fire;


· the reason for not using lifts (except those specifically installed or adapted for evacuation of disabled people, and


· the importance of general fire safety and good housekeeping.


Staff should also be informed of any risks from flammable materials used or stored on the premises. They should also be trained in the precautions in place to control the risks, particularly their role in reducing and controlling sources of ignition.


Fire extinguisher training


The Council has a ‘get out ‘ policy and staff are not encouraged to fight fires unless there is a fire blocking their escape.. Where, following a risk assessment, it has been identified that staff will have to use fire extinguishers, then this video forms an essential part of health and safety training and a record must be maintained that staff have seen and understood the content. For high-risk areas the video must be supplemented with hands on training. In most cases this could be achieved by asking the contractor who services your extinguishers if the relevant staff can discharge an extinguisher that is due to be recharged. In areas where there is a very high risk, the risk assessment should identify those staff who need to attend a specific fire extinguisher course.


Section 7


Employee Training Details


		Date

		Description of Training Given

		Number of employees present

		Duration of Training

		Name and Status of Trainer





		Outcome/Comments


                                                                                                            Signed:





		Date 

		Description of Training Given

		Number of employees present

		Duration of Training

		Name and Status of Trainer



		Outcome/Comments


                                                                                                            Signed:





		Date 

		Description of Training Given

		Number of employees present

		Duration of Training

		Name and Status of Trainer



		Outcome/Comments


                                                                                                            Signed:





Section 7 


Induction Training Records


		Please confirm that you have been given, and understood, the Fire Safety Induction Training by printing and signing your name below. 



		Date

		Name (please print)

		Signature

		Trainer



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Section 7  


Fire Warden Refresher Training


		Date of Training

		Name

		Signature

		Trainer



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Section 7  


Fire Safety Refresher Training Records


		Please confirm that you have been given, and understood, the Fire Safety Refresher Training by printing and signing your name below. 



		Date

		Name (please print)

		Signature

		Trainer



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Section 7


Evacuation Chair Training – Trained Personnel


		Please confirm that you have been given, and understood, the Evacuation Chair Training by printing and signing your name below. 



		Date

		Name

		Signature

		Trainer



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Section 7 


Evacuation Chair Refresher Training


		Date

		Person Undertaking Refresher Training 

		Problems Identified

		Remedial Action


Taken

		Signature



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Section 8


Example Procedures for Site Staff and Specialist Contractors

Responsible Person


The (insert job title of responsible person) has overall responsibility for the fire safety management of (insert premise name).

The following responsibilities may be delegated to (insert job title of responsible person):


1. The local Fire Policy and arrangements complies with the Borough’s Fire Policy and arrangements. 


2. That all staff are aware, understand, and perform their roles and responsibilities.


3. That delegated staff has full support to carry out their roles.


4. That all staff receives appropriate and regular fire precautions training.


5. That the local fire policy and associated systems are followed.


6. That the maintenance of associated fire detection, control and fighting equipment is carried out and recorded within the local Fire Safety Log Book.


7. That an annual review of the local fire policy and associated systems is carried out.


8. That the fire risk assessments are appropriate, and are reviewed as required (annually, change of use, systems etc).


Competent Person (Note: where there is more than one competent person detail who does what)

The (Insert job title of ‘competent person’) has responsibility for:


1. Assisting the (insert job title of person with delegated authority)  in the areas designated above


2. Carrying out those functions in the absence of the (insert job title of person with delegated authority)

3. Undertaking the Fire Risk Assessment for (insert premise name)

4. Ensuring staff are regularly informed of fire arrangements, particularly any significant changes.


5. Ensuring all statutory records are maintained, appropriate, and easily retrievable.


6. Ensuring that regular checks / maintenance shall be carried out on fire detection / fire fighting equipment.


7. Informing the (insert job title of responsible person) of any fire related issues.


8. Visitors and contractors shall receive appropriate information and instruction on arrival.


9. Any fire related deficiencies shall be quickly and appropriately addressed.


Incident Control Officers and Fire Wardens


Once appropriately trained, designated Fire Wardens (If the need for such has been identified in the Emergency Plan) are responsible for assisting in the emergency evacuation of (insert premise name), as directed by the local evacuation procedures and the ‘Incident Control Officer’,   (Insert job title).

Borough Employee’s


Borough Employee’s based at (insert premise name) are responsible for ensuring that they comply with the local Fire Safety arrangements, and that by their action they do not endanger other employee’s, visitors or contractors.


Fire Risk Assessment


The Premises Fire Risk Assessment(s) is held in Section 12 of the ‘Fire Safety Log Book’ (A4 ring binder), held in the (insert location).


The (insert job title of person with delegated authority) is responsible for ensuring that it is regularly reviewed and kept up to date.


Training


It is the responsibility of line management to ensure that their staff receives appropriate fire safety training during their induction process and as part of their ongoing training and development.


See Section 6 of Fire Safety Log Book for further details.


Site Emergency Pack


The site emergency pack is held in the (insert location) and contains the following:


· An up to date copy of the site plans marked with escape routes, the location of the mains utility shut off valves / switches, flammable / chemical storage areas, pressure vessel storage areas,  fire alarm zones, call points, smoke / heat detectors and emergency lighting etc.


· Copy of the Premises Fire Risk Assessment(s)


· Copy of the site Asbestos Register entries.


In a fire emergency, it is the responsibility of the ‘Incident Control Officer’ to ensure that this pack is collected and made available to the Fire Service upon their arrival.


Fire Drills


Fire Drills, planned or false alarms, are an important part of the local fire management process and local procedures should be reviewed after each event to ensure that they are working efficiently. 


See Section 7 of Fire Safety Log Book for guidance on the frequency of planned drills and what information to record.


Evacuation Procedure


See Section 4 of Fire Safety Log Book


Final Exit Fire Doors


When the building is unoccupied, and at the end of each day, the final exit fire doors are locked for security reasons.


At the start of each day (insert job title of nominated person) is responsible for ensuring that all final exit fire doors are unlocked and left in a general condition where they can be operated without the use of tools, i.e. keys.


General Housekeeping

The following must be observed at all times:


· All store cupboards must be kept closed/locked when not in use;


· Wherever possible all corridors must be kept free to allow flow of ‘traffic’.  Where equipment etc is used this must be kept to a minimum and stored away when not in use;


· All machinery and equipment must be used and cleaned / maintained in accordance with the manufacturers instructions;


· All chemicals must be kept to minimum levels (do not over order) and stored in a locked and labelled cupboard when not in use;


· Electrical cupboards and Boiler Rooms should not be used for general storage;


· Flammable materials should not be stored next to electric fuse boxes;


· Waste materials to be cleared on a regular basis and not allowed to build up;


· Wheelie Bins to be sited away from the main building (preferably at least 10 metres) and secured so that they cannot be moved or opened by unauthorised individuals.  


· Timber sheds should not be placed against or close to buildings.


· Fire doors must not be wedged open and must never be removed.


· Hanging curtaining (from ceilings and walls) should only be used if it has been tested as fire resistant. 


People with Identified Disabilities


The special needs of people with identified disabilities and ensuring their safety in an emergency situation must be assessed and formally recorded. The accepted way of achieving this is to carry out a ‘Personal Emergency Evacuation Plan’.


The methodology for this process is set out in section 16 of the ‘Fire Safety Log Book’.


Contractors and Visitors


(Insert procedure for controlling Contractors and Visitors, and ensuring that they are given appropriate information.  Remember to include any Catering and Cleaning Contractors.)


Smoking


(Insert premise name) is a non-smoking building. (Insert Local Procedures.  Ensure legal signage is in place)

Insert Your Fire Action Notice 


Insert Your Bomb Threat Procedure 


Section 8


Procedures for Site Staff and Specialist Contractors  


Record and monitor the following responsibilities via the Annual Planner template, (see below).  


Agree details in advance with Property Services (or the appointed Contractors). 


Prominently display the current Annual Planner in the Main Office / Reception area. 


		Equipment / Actions

		Frequency

		Actions to be Taken

		Recorded

		Section



		FIRE DRILLS






		Fire Drill

		Every 3 – 6 months or  dependent on Fire Risk Assessment.




		Full evacuation as per documented evacuation procedure.  Monitor and improve via a de-brief with key staff.




		Yes

		7



		FIRE ALARM SYSTEM






		Panel Check

		Daily

		Visually inspect panel to ensure correct operation and no faults indicated.




		No

		9



		Alarm Test

		Weekly

		Weekly test any call points (i.e. break glass units), in rotation.




		Yes

		9



		

		6 monthly

		Specialist routine service of Fire Alarm Panel, sounders and random call points.




		Yes

		9



		FIRE DETECTION SYSTEM






		Heat detectors

		6 monthly

		Routine service by specialist engineer.




		Yes

		9



		Smoke (Mains)

		6 monthly

		Routine service by specialist engineer.

		Yes

		9



		Smoke Alarms (Battery)

		Weekly

		Weekly test any battery operated smoke alarms by pressing the ‘test’ button




		Yes

		9



		MEANS OF ESCAPE






		Escape routes and Emergency Exits / Fire Doors, etc.

		Weekly

		Visually inspect designated escape routes/site to ensure not compromised. For example, free from obstruction, fire fighting equipment present, and fire door mechanism in good working order.

		Yes

		8



		FIRE FIGHTING EQUIPMENT






		Fire Extinguishers

		Annually

		Routine service by specialist engineer.

		Yes

		10



		Fire Blankets

		Annually

		Routine service by specialist engineer.

		Yes

		10



		EMERGENCY LIGHTING






		Emergency lighting

		Monthly

		Test to ensure correct operation to manufacturer’s guidance.

		Yes

		11



		

		6 monthly

		Tested by specialist engineer as part of routine service (1 hour test)

		Yes

		11



		

		Annually

		Tested by specialist engineer as part of routine service (3 hour test)

		Yes

		11



		

		3 years

		New installations should be inspected by a specialist engineer after 3 years

		Yes

		11



		STAFF TRAINING






		Induction

		On first day of employment

		New staff shall be made aware of site emergency evacuation plan, escape routes and emergency exits.

		Yes

		6



		Refresher

		Minimum of 12 monthly, or as determined by Fire Risk Assessment

		Yes

		6



		Fire Warden

		Annually

		Designated Fire wardens shall undergo specific Fire warden training by competent person.

		Yes

		6



		PASSENGER LIFTS






		Passenger Lifts

		6 monthly

		Statutory ‘thorough examination’ of any Passenger Lift by a competent person, e.g. specialist engineer acting on behalf of the insurers.

		Yes

		13



		

		Monthly

		Monthly Check by Competent Person.

		Yes

		13



		

		Annually

		Annual Test by Competent Person, e.g. specialist engineer

		Yes

		13





 Section 9


Annual Planner


		Month

		Test / Inspection required

		Completed Y/N






		January

		

		



		

		

		



		

		

		



		

		

		



		February

		

		



		

		

		



		

		

		



		

		

		



		March

		

		



		

		

		



		

		

		



		

		

		



		April

		

		



		

		

		



		

		

		



		

		

		



		May

		

		



		

		

		



		

		

		



		

		

		



		June

		

		



		

		

		



		

		

		



		

		

		





		Month

		Test/ Inspection required

		Completed Y/N



		July

		

		



		

		

		



		

		

		



		

		

		



		August

		

		



		

		

		



		

		

		



		

		

		



		September

		

		



		

		

		



		

		

		



		

		

		



		October

		

		



		

		

		



		

		

		



		

		

		



		November

		

		



		

		

		



		

		

		



		

		

		



		December

		

		



		

		

		



		

		

		



		

		

		





Section 10   


Means of Escape From Site


The principle on which means of escape provisions are based is that the time available for escape is greater than the time needed for escape.

Regardless of the location of a fire, once people are aware of it they should be able to proceed safely along a recognisable escape route, to a place of safety. In order to achieve this, it may be necessary to protect the route by providing fire resistant walls, doors, partitions, ceilings etc


When assessing the adequacy of your means of escape you must take into account the following:


· The findings of any Fire Risk Assessment;


· The size of the workplace, its construction, layout, contents and the number and width of available escape routes;


· The workplace activity, where people may be situated in the workplace and what they may be doing when a fire occurs;


· The number of people who may be present, and their familiarity with the workplace; and 


· Their ability to escape without assistance.


Further advice and guidance on Means of Escape can be sought from the Borough’s Health and Safety Team.

Once your Means of Escape have been defined, then it is the responsibility of the RP, or persons with delegated duties, e.g. the Incident Control Officer’, to carry out regular visual inspections of the routes and site, and record the results using tables below, to ensure that they have not become compromised in any way.


Section 10 


Escape Routes and General Site Walk-Through


		On a weekly basis, walk the site and check that the following conditions are met:



		



		1

		Fire alarm call points: clearly visible, unobstructed and glass cover intact.



		2

		Fire fighting equipment (Fire extinguishers, Fire Blankets and Hose reels): all present and accounted for, not obstructed and visually in good order.



		3

		Main walkways and escape routes: free from obstruction, tripping hazards and well lit



		4

		Internal Stairways: free from obstruction and well lit



		5

		External Stairways: where appropriate, free from obstruction, well lit and visually in good order.



		6

		Fire Escape Doors: free from obstruction and can be opened in an emergency without undue delay



		7

		Handrails / guardrails: where fitted are in good condition and secure



		8

		General Waste bins: emptied on a daily basis or as appropriate



		9

		External Waste bins: secured away from building and regularly emptied



		10

		Portable heating appliances: appropriate, stable and sited a safe distance from combustible materials



		11

		The mechanism for self-closing fire doors should be checked to ensure good working order



		12

		Storage cupboards: Items are stored properly and safe distance from sources of latent heat (i.e. Light bulbs).



		13

		Internal Fire Doors: free from obstruction and closing devices operate safely





Section 10 


Escape Routes and General Site Walk-Through


		Record below the weekly ‘status’ of the site.



		

		Date:

		Overall ok?

		If unsatisfactory give details

		Corrective actions taken

		Survey conducted by (signature)

		RP acceptance (signature)



		

		

		Y

		N

		

		

		

		



		1

		

		

		

		

		

		

		



		2

		

		

		

		

		

		

		



		3

		

		

		

		

		

		

		



		4

		

		

		

		

		

		

		



		5

		

		

		

		

		

		

		



		6

		

		

		

		

		

		

		



		7

		

		

		

		

		

		

		



		8

		

		

		

		

		

		

		



		9
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		12

		

		

		

		

		

		

		





Section 11 


Equipment Testing (Site)


Fire Detection and Alarm System


Any Fire Alarm Test should be carried out in accordance with the manufacturers instructions.


IT IS IMPORTANT THAT ANY TESTING OF THE FIRE ALARM SHOULD NOT RESULT IN A FALSE SIGNAL OF FIRE.


The site controller, or person with delegated responsibilities, is responsible for adhering to the following frequency of inspections and that the results are recorded in the table below.


Daily: 
The Site Controller, or the person with delegated duties, is to inspect the Alarm Control Panel to ensure the system is operating normally.


Weekly: Test to ensure that the system is capable of operating under alarm conditions by:


· Triggering a different manual call point or detector for each successive test. If the alarm system is divided into identifiable zones then each zone should be tested in strict rotation. Each time a zone is tested a different manual call point or detector should be activated.


· Ensuring that all alarm sounders are audible and that there are no ‘dead zones’ where the alarm cannot be heard.


6 Monthly: The system is to be tested / inspected by a specialist engineer.


· Any smoke and heat detectors installed are to be tested / inspected by a specialist engineer.


Annually: The whole system is to be tested / serviced by a specialist engineer.


Where a test certificate is issued the number must be quoted in the ‘Comments / Fault detected’ column and the certificate must be attached to this logbook.


Section 11 


Fire Detection and Alarm System – Record of Tests


		Date

		Fire Alarm Call point or detector location

		Comments / Fault detected (e.g. Quarterly / Annual inspection, or, Sounder in main corridor not working)

		Remedial Action Taken

		Date fault cleared

		Weekly Tester (print name)

		Specialist Engineer (name and company)



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





Section 11


Fire Fighting Equipment


Apart from the weekly visual inspection of fire extinguishers to ensure that they are in position, not discharged, damaged or that they have not become obstructed (see section 6), fire extinguishers must be annually inspected by a competent person, e.g. service engineer, in accordance with the manufacturers instructions.


This annual test, including any faults and actions taken, must be recorded in the table below.


Where a test certificate is issued, this number should be quoted in the ‘Inspection or test’ column and the corresponding certificate must be attached to this Log Book.


Section 11  


Fire Extinguishers – Record of Tests & Inspections


		Date

		Location or Number

		Inspection or Test

		Satisfactory yes / no

		Remedial action taken

		Signature



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





Section 11


Hose Reels Record of Test and Inspection


		Date

		Location or


number




		Inspected


or Tested




		Satisfactory


Yes/No




		Remedial Action Taken

		Signature






		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





Section 11


Emergency Lighting


Daily: Check that any previous faults have been rectified, that every lamp in a maintained unit is lit, that the control panel indicates normal. Ensure any fault found is recorded in the logbook and acted upon.


Weekly: Where torches are used as part of the emergency escape procedures that they are in the correct position and working properly.


Monthly: The emergency lighting system must be tested in daylight by simulating a mains failure for sufficient time to allow for all luminaries to be checked for proper function.


If there is any doubt about how to make this test, advice should be sought from Building Services, the installer or a specialist engineer.


The results of this test, including any faults and actions taken, must be recorded in the table below.


6 Monthly: Twice a year a specialist engineer should carry out the test and inspections as required under the relevant British Standard.


The results of this test, including any faults and actions taken, must be recorded in the table below.


Where a test certificate is issued, this number should be quoted in the ‘Comments / Remedial action taken’ column and the corresponding certificate must be attached to this Log Book.


3 yearly: a specialist engineer should inspect new installations after 3 years. 


The results of this test, including any faults and actions taken, must be recorded in the table below.


Where a test certificate is issued, this number should be quoted in the ‘Comments / Remedial action taken’ column and the corresponding certificate must be attached to this Log Book.


Section 11


Record of Emergency Lighting tests


		Date 

		Number 

		Location 

		Satisfactory yes / no

		Comments / Remedial action taken

		Signature



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





Section 11


Fire Safety Maintenance Checklist (example)


A fire safety maintenance checklist can be used as a means of supporting your fire safety policy. This list is not intended to be comprehensive and should not be used as a substitute for carrying out a fire risk assessment. You can modify the example, where necessary, to fit your premises and may need to incorporate the recommendations of manufacturers and installers of the fire safety equipment/systems that you may have installed in your premises. Any ticks in the grey boxes should result in further investigation and appropriate action as necessary. In larger and more complex premises you may need to seek the assistance of a competent person to carry out some of the checks.


		

		Yes

		No

		N/A

		Comments



		Daily checks (not normally recorded)






		Escape routes






		Can all fire exits be opened immediately and easily?   

		

		

		

		



		Are fire doors clear of obstructions?   

		

		

		

		



		Are escape routes clear?   

		

		

		

		



		Fire warning systems




		

		

		

		



		Is the indicator panel showing ‘normal’?   

		

		

		

		



		Are whistles, gongs or air horns in place?   

		

		

		

		



		Escape lighting



		

		

		

		



		Are luminaires and exit signs in good condition and undamaged?   

		

		

		

		



		Is emergency lighting and sign lighting working correctly?   

		

		

		

		



		Firefighting equipment



		

		

		

		



		Are all fire extinguishers in place?   

		

		

		

		



		Are fire extinguishers clearly visible?   

		

		

		

		



		Are vehicles blocking fire hydrants or access to them?   

		

		

		

		



		Weekly checks




		

		

		

		



		Escape routes




		

		

		

		



		Do all emergency fastening devices to fire exits (push bars and pads, etc.) work correctly?

		

		

		

		



		Are external routes clear and safe?   




		

		

		

		



		Fire warning systems



		

		

		

		



		Does testing a manual call point send a signal to the indicator panel? (Disconnect the link to the receiving centre or tell them you are doing a test.)

		

		

		

		



		Did the alarm system work correctly when tested?   

		

		

		

		



		Did staff and other people hear the fire alarm?   

		

		

		

		



		Did any linked fire protection systems operate correctly?  e.g. magnetic door holder released, smoke curtains drop)

		

		

		

		



		Do all visual alarms and/or vibrating alarms and pagers (as applicable) work?

		

		

		

		



		Do voice alarm systems work correctly? Was the message understood?

		

		

		

		



		Are charging indicators (if fitted) visible?   

		

		

		

		



		Firefighting equipment



		

		

		

		



		Is all equipment in good condition?   

		

		

		

		



		Additional items from manufacturer’s recommendations.   

		

		

		

		



		Monthly Checks




		

		

		

		



		Escape routes



		

		

		

		



		Do all doors operate correctly?

		

		

		

		



		Do all electronic release mechanisms on escape doors work correctly? Do they ‘fail safe’ in the open position?

		

		

		

		



		Do all automatic opening doors on escape routes ‘fail safe’ in the open position?  

		

		

		

		



		Are fire door seals and self-closing devices in good condition?   

		

		

		

		



		Do all roller shutters provided for fire compartmentation work correctly?   

		

		

		

		



		Are external escape stairs safe?   

		

		

		

		



		Do all internal self-closing fire doors work correctly?   

		

		

		

		



		Escape lighting




		

		

		

		



		Do all luminaires and exit signs function correctly when tested?   

		

		

		

		



		Have all emergency generators been tested? (Normally run for one hour.)   




		

		

		

		



		Firefighting equipment



		

		

		

		



		Is the pressure in ‘stored pressure’ fire extinguishers correct?   

		

		

		

		



		Additional items from manufacturer’s recommendations.   




		

		

		

		



		Three-monthly checks




		

		

		

		



		General




		

		

		

		



		Are any emergency water tanks/ponds at their normal capacity?   

		

		

		

		



		Are vehicles blocking fire hydrants or access to them?   

		

		

		

		



		Additional items from manufacturer’s recommendations.   

		

		

		

		



		Six-monthly checks




		

		

		

		



		General




		

		

		

		



		Has any firefighting or emergency evacuation lift been tested by a competent person?

		

		

		

		



		Has any sprinkler system been tested by a competent person?   

		

		

		

		



		Have the release and closing mechanisms of any fire-resisting compartment doors and shutters been tested by a competent person?

		

		

		

		



		Fire warning system



		

		

		

		



		Has the system been checked by a competent person?

		

		

		

		



		Escape lighting



		

		

		

		



		Do all luminaires operate on test for one third of their rated value?   

		

		

		

		



		Additional items from manufacturer’s recommendations.   

		

		

		

		



		Do all self-closing fire doors fit correctly?   

		

		

		

		



		Is escape route compartmentation in good repair?   

		

		

		

		



		Escape lighting



		

		

		

		



		Do all luminaires operate on test for their full rated duration?   

		

		

		

		



		Has the system been checked by a competent person?   

		

		

		

		



		Firefighting equipment



		

		

		

		



		Has all firefighting equipment been checked by a competent person?   

		

		

		

		



		Miscellaneous




		

		

		

		



		Has any dry/wet rising fire main been tested by a competent person?   

		

		

		

		



		Has the smoke and heat ventilation system been tested by a competent person?

		

		

		

		



		Has external access for the fire service been checked for ongoing availability?

		

		

		

		



		Have any firefighters’ switches been tested?   

		

		

		

		



		Has the fire hydrant bypass flow valve control been tested by a competent person?

		

		

		

		



		Are any necessary fire engine direction signs in place?
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Records of Specialist Contractor Tests 


Smoke Detectors;


Fixed Electrical Installation Records;


Gas Safety Records;


Lightning Conductor Maintenance;


Passenger Lifts (If applicable)


Place Records from Specialist Contractors Here


Section 11


Passenger Lifts


Unless specifically designed, passenger lifts should not be used in the event of fire.


Passenger lifts should undergo a ‘thorough examination’ by a competent engineer representing the insurance agents on a 6 monthly basis.  


Where a test certificate is issued, this number should be quoted in the ‘Inspection or test’ column of table below, and the corresponding certificate retained in this section.


Normal maintenance of the lift should follow the manufacturer’s recommendations, and be recorded below.


Passenger Lift Maintenance Records


		Date

		Inspection or Test

		Satisfactory yes / no

		Remedial action taken

		Specialist Engineer (name and company)



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Section 12


Fire Risk Assessment


		Step 1




		Identify Fire Hazards


Identify:


· Sources of ignition


· Sources of fuel


· Sources of oxygen






		Step 2




		Identify people at risk


· People in and around the premises


· People especially at risk






		Step 3

		Evaluate, remove, reduce and protect from risk


Evaluate the risk of a fire occurring


Evaluate the risk to people from fire


Remove or reduce fire hazards


Remove or reduce the risks to people


• Detection and warning


• Fire-fighting


• Escape routes


• Lighting


• Signs and notices


• Maintenance






		Step 4




		Record, plan, inform, instruct and train


Record significant finding and action taken


Prepare an emergency plan


Inform and instruct relevant people; co-operate and co-ordinate with others


Employees and all other persons based in the building must be informed of the significant findings and the control measures put in place.  


Provide training






		Step 5




		Review


Keep assessment under review


Revise where necessary





Insert a copy of your Fire Risk Assessment and Remedial Action Plan here.


Section 13


Information for Visitors


The following information should be kept by the signing in-book, to be brought to the attention of visitors, who must read and understand the procedures as they come onto the site.


Points of Contact

· In the first instance, any premises related enquiries should be directed to reception.


Emergency Procedures


· All visitors unfamiliar with the site should make themselves aware of the nearest emergency exit routes to where they will be visiting.

On Discovering A Fire:

· Raise the alarm by shouting Fire, and break the glass in the nearest fire alarm call point.


· Make your way to the assembly point located at the front of the building, via the nearest available safe emergency exit route.


· DO NOT USE THE LIFT

· Tell the ‘Incident Control Officer’ (identifiable by a high visibility jacket) where you discovered the fire.


On Hearing The Fire Alarm (A Continuous Sounding Bell):


· Make your way, via the nearest available safe emergency exit route, to the outside assembly point (designated by a sign with a white tick on a green background).


· DO NOT USE THE LIFT

· Do not re-enter the building until told it is safe to do so by the ‘Incident Control Officer’.


First Aid


· All accidents, whether or not they require treatment, should be reported to the reception.


· If requiring First Aid, where possible the injured person should return to reception, who will then contact a qualified First Aider. 


· If unable to get to reception, then they should contact the nearest member of staff who will inform reception. The reception will call for a qualified First Aider (and if necessary the Emergency Services.


Behaviour of Visitors 


· When on-site, all persons are expected to behave in a responsible manner, to not endanger themselves or others, and to follow the procedures identified in this document.


· Certain areas of this site are restricted access to the public. Visitors must only use the agreed designated areas. 


THANK YOU FOR YOUR CO-OPERATION


Section 14


Information for Contractors


Wherever possible the following information should be provided to Contractors prior to attending the site. If this is not possible then it should be kept by the signing in-book, and is for contractors who must read and understand the procedures before they start work.


Points of Contact

In the first instance, any premises related enquiries should be directed to reception.


Emergency Procedures


All contractors unfamiliar with the site must make themselves aware of the nearest emergency exit routes to where they will be working / visiting.

Plans of exits routes etc can be provided upon request before work is started.

On Discovering a Fire:

Raise the alarm by shouting Fire, and break the glass in the nearest fire alarm call point.


Make your way to the assembly point, via the nearest available safe emergency exit route.


DO NOT USE THE LIFT

Tell the ‘Incident Control Officer’ (identifiable by an orange high visibility jacket) where you discovered the fire.


On hearing the Fire Alarm (a continuous sounding bell):


Make your way, via the nearest available safe emergency exit route, to the outside assembly point (designated by a sign with a white tick on a green background).


Do not re-enter the building until told it is safe to do so by the ‘Incident Control Officer’ (identifiable by an orange high visibility jacket).


First Aid


All accidents, whether or not they require treatment, should be reported to reception.


If requiring First Aid, where possible the injured person should return to reception, who will then contact a qualified First Aider. 


If unable to get to reception, then they should contact the nearest member of staff who will inform reception. The reception will call for a qualified First Aider (and if necessary the Emergency Services).


Asbestos Register

A copy of the asbestos survey for this site can be produced upon request.


Contractors who are undertaking material alterations to the building must ensure that they have site of the Asbestos Survey.


If unable to see a copy of the site Asbestos Register then Building Services must be informed on 01628 796476.


Permit to Work


This site operates a ‘permit to work’ for the following types of high-risk activity:


Hot Works


Electrical Works


Any works carried out in the basement area


Working at Height


 See Section 21 of the Fire Safety log book for further details.


Behaviour of Contractors


When on-site, all persons are expected to behave in a responsible manner, to not endanger themselves or others, and to follow procedures identified in this document.


At all times Contractors shall wear, in full view, some form of identification. If unable to do so, one will be provided. 


A visitors badge must be returned when leaving the site.


Documented ‘safe working’ procedures are required, (Council or Contractors own), and these shall be followed at all times.


All Contractors shall dress appropriately whilst on site.


Contractors must only use the agreed designated areas. 


THANK YOU FOR YOUR CO-OPERATION


Section 14


Permit to Work System


A ‘Permit to Work’ system is a formal written system used to control works that are potentially hazardous.



A ‘Permit to Work’ clarifies the work to be done and the precautions to be taken.


‘Permit to Works’ form an essential part of safe systems of work for many maintenance activities. They allow work to start only after safe procedures have been defined and they provide a clear record that all foreseeable hazards have been considered and controlled.


Any Contractor that intends to carry out specified works may be subject to completing a Permit to Work, which will be issued by the Responsible or Competent Person.


This system is in place to ensure the safety of those carrying out the works, Borough employees, and members of the public.


Guidance for the Responsible or Competent Person


On certain contract work where potentially high-risk activities have been identified, i.e. electrical, ‘hot works’, working at height, and restricted access works, the ‘Permit to Work system’ outlined in this section should be used.  This:


Require a Contractor to obtain the signature of the person in control of the premises before work is allowed to commence.

Ensure that the Contractor is briefed about any particular health and safety issues relevant to that area.


Itemise suitable control measures before, during and after the work finishes.


Note: ‘Hot works’ refers to any work involving heat generating equipment, or equipment that produces a naked flame.


You must keep a copy of the completed permit to work for your records.


If possible, prior to the Contractor attending site, they should be advised that a ‘Permit to Work’ system is in operation. This requires from them Method Statements of how work is to be carried out, in what location, safety procedures, names of staff, date and time of works, etc


Completing the ‘Permit to Work’ 


Issuing


At moment of issue to the Contractor, the Responsible or Competent Person should tick the appropriate box to indicate what type of activity the ‘Permit to Work’ covers, and provide details of the location of the work, the date, and a local reference.


Part 1


The Contractor (or person responsible for undertaking the works) should provide brief details of what the activity will entail and list any high-risk equipment that they will be using. 


Typical examples of high-risk equipment include:


· Welding / soldering equipment;


· Blow lamps;


· Angle grinder;


· Tower Scaffolding;


· Cherry Picker; 


· High access ladders


Part 2

The Responsible or Competent Person and Contractor (or person responsible for undertaking the works) must liaise to identify the appropriate safety measures that are to be implemented prior to the work commencing. This must include, but is not limited to:


· Agreement of site emergency and communication procedures;


· Discussion of any potential impact on the normal operation of the site and Fire Evacuation routes; and


· Provision of any method statements by the Contractor.


Part 3


The Contractor (or person responsible for undertaking the works) must identify and agree the appropriate safety measures that they will put in place whilst the work is being carried out.


The Responsible or Competent Person should satisfy themselves that these controls are suitable and sufficient.


Part 4


Only when the Responsible or Competent Person is satisfied that parts 1 to 3 have been satisfactorily completed should they sign to authorise that the work can start. 


The Contractor (or person undertaking the work) should also sign to say they have received permission and agree to parts 1 to 3. They are then responsible for the ‘Permit to Work’ document whilst the work is carried out.


Part 5


Once the work is completed, then the Contractor (or person undertaking the work) must complete Part 5, indicating how the area has now been made safe, before getting the works signed off by the Responsible or Competent Person.


Part 6


The Responsible or Competent Person should visually check the work area to ensure that it has been made safe before signing off the work. This is a critical part of the process.

If requested, a copy of the completed ‘Permit to Work’ should be given to the Contractor and the original placed in this section of the logbook. 



‘Permit to Work’ Certificate 


		Please tick the activity that this ‘Permit to Work’ covers:


Hot Works   FORMCHECKBOX 
    Electrical Works   FORMCHECKBOX 
    Working at Height    FORMCHECKBOX 
  Restricted Access   FORMCHECKBOX 




		ONLY VALID ON DATE ISSUED

		For guidance see Section 21 of the Fire Safety Log Book



		Location of work:

		Date:

		Reference No:



		Part 1


Description of work to be carried out (provide drawing if this helps):






		List high risk equipment to be used:






		Part 2


Precautions to be taken by person(s) undertaking job prior to starting the activity (tick where appropriate):


 FORMCHECKBOX 
 Work area has been assessed for inherent hazards.                     


 FORMCHECKBOX 
 Responsible persons have been informed of the required works.


 FORMCHECKBOX 
 Area cleared of all loose combustible material




 FORMCHECKBOX 
 Appropriate Fire Extinguishers are available


 FORMCHECKBOX 
 Local exhaust to be provided where natural ventilation  not sufficient.


 FORMCHECKBOX 
 Smoke, Fire, Heat detectors and Services rendered inoperable.


 FORMCHECKBOX 
 Immovable combustible materials (e.g. wooden flooring) covered with non-combustible material.


 FORMCHECKBOX 
 Screens provided for welding, cutting or grinding work.


 FORMCHECKBOX 
 Safe means of access and egress identified.                                


 FORMCHECKBOX 
 Tar Boilers supervised by experienced persons and never left unattended.  When    


     taken on roofs a heat insulating base must be used.                                                                                        


 FORMCHECKBOX 
 Where required area of work has been cordoned off to  prevent unauthorised access and a safety zone.


 FORMCHECKBOX 
 Pipelines, tanks or drums certified gas/liquid free


 FORMCHECKBOX 
 Local electrical supply has been isolated.                                    


 FORMCHECKBOX 
 Appropriate Personal Protective Equipment available.


 FORMCHECKBOX 
 Appropriate Fall Arrest equipment available.                              


 FORMCHECKBOX 
 Caution / Hazard signs to be posted in local area. 


 FORMCHECKBOX 
 A method for local communication between contractor and  responsible persons has been agreed.


 FORMCHECKBOX 
 Method Statement of the works to be undertaken provided.


 FORMCHECKBOX 
 All equipment used is in good condition and fit for purpose.    


 FORMCHECKBOX 
 Local emergency procedures agreed with responsible persons


Other precautions to be taken:






		Part 3


Precautions to be taken by the person(s) during the work activity (tick where appropriate):


 FORMCHECKBOX 
 Work area kept clear of combustible materials.     




 FORMCHECKBOX 
 Naked flames never to be left unattended.


 FORMCHECKBOX 
 Flashback arrestors fitted to gas cylinders.                                  


 FORMCHECKBOX 
 Appropriate Personal Protective Equipment to be worn. 


 FORMCHECKBOX 
 Heat resistant gloves used for handling hot materials.                


 FORMCHECKBOX 
 Appropriate Fall Arrest Equipment to be used.


 FORMCHECKBOX 
 Equipment never to be left unsupervised.


Other precautions to be taken:






		Part 4 Authorising signature:

		Signature of person(s) receiving ‘Permit to Work’:



		Part 5


Actions to be taken by person(s) undertaking the job upon completion of the work (tick as appropriate):


 FORMCHECKBOX 
  I did not leave until all hot items had cooled down and 1 hour had elapsed from period when hot working finished.


 FORMCHECKBOX 
  The area has been made safe and all equipment / temporary signage removed.


 FORMCHECKBOX 
  Any smoke, fire, heat detectors or Services (Gas/Water/Electricity) made inoperable have been made operable.


Now Get Permit to Work signed off as completed by the Responsible or Competent Person



		Part 6


Time:

		Date:

		Signature of Person handing back Permit:

		Signature of authorised person receiving permit:
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Visits by Enforcing Authority


		Date

		Inspecting Officer (please print)

		Officer’s signature

		Comments



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Section 16


Personal Emergency Evacuation Plans (Peeps) Guidance


Aim:


The purpose of a Personal Emergency Evacuation Plan (PEEP) is to provide people who cannot get themselves out of a building unaided, with the necessary information to enable their escape to a place of safety with the required level of assistance. 


Responsibilities:


Where the individual concerned is a Borough employee, it is the responsibility of the individual’s line manager to identify whether they require any assistance in the event of an emergency. 


If the member of staff does require assistance then, with input from the individual concerned, the attached PEEP Questionnaire should be completed by the line manager and circulated to appropriate personnel. For Example, the local Fire Warden, or, where additional physical support is required to aid evacuation, then a copy should be given to those identified as assisting in this process.  


If the individual concerned is a visiting member of the public or is attending a meeting then it is the responsibility of the member of staff that they are meeting with to ensure that they can be evacuated safely in the event of an emergency. 


Formalising the PEEP:


The information gathered from the PEEP Questionnaire should be used to develop a formal plan for that individual’s safe evacuation. Advice and support when writing the PEEP, can be obtained from the Health and Safety Team on 01628 79600. Select 1 for HR and 4 for H & S.

Given the unique characteristics of each Corporate Building and the need for a PEEP to take account of the buildings capabilities, disabled persons who regularly use different buildings may have to have a separate PEEP for each building. 


If assistance with escape is required, the extent of such assistance should be identified in the PEEP i.e. the number of assistants and the methods used. This also needs to ensure that there is cover for absences and that assistants may require additional training.


Evacuation in an Emergency:


Assistance for Wheelchair Users (down stairs) - Where disabled persons are located above the ground floor there are a number of considerations. In all the following cases Building Services and the Health and Safety Team will be able to give more advice with identifying refuges and Evacuation Chairs.


Temporary Refuges -  A refuge is a designated temporary safe space where disabled people can wait for assistance. It is an area that is both separated from a fire by a fire resisting construction and provides a safe route to a final exit e.g. the head of a protected stairway – where there is sufficient space. The provision of a refuge will permit a staged evacuation to be implemented. A refuge must be clearly signed and should be of sufficient size to accommodate both people using it as a refuge and any people passing through on their way out of the building. 


Refuges should only be defined, after consultation with the Health and Safety Team as the requirements for fire separation and structure are very specific.


Lifts - Lifts within all the Corporate Buildings cannot be used in an emergency. 


Safe Routes  - A PEEP should contain details of the escape route(s) the disabled person will be expected to use. Clear, unobstructed gangways and floor layouts should be considered at the planning stage.


It is especially important to ensure that the evacuating persons can operate all locks, doors and other devices.


It is also necessary to ensure that there are (as much as possible) alternative routes and that the routes are not excessively long. Further advice is available from the Health and Safety Team.


Deaf and Hearing Impaired Persons:


Generally, providing they have been made aware of what to do in the event of fire, most deaf people working alongside hearing colleagues may not require special equipment. They will be able to see and understand behaviour of those around them. However, deaf or hearing impaired persons working alone may need an alternative method of being alerted to an emergency. 


Examples of this may include alarms with visual indicators or a vibrating pager system.


Blind and Partially Sighted Persons:


Staff and visitors should be accompanied by designated staff to assist with evacuation. Consideration should be given to orientation training. 


Training:


To ensure that egress plans are effective, all staff should be able to respond efficiently.  Staff will have to be fully conversant with their roles and responsibilities and therefore will require instruction, practical demonstrations and training commensurate with their emergency duties. 


Areas to be covered may be:


· Fire Drills


· Specific Fire Warden Training


· The Use of Evacu Chairs


For further details and the organisation of training, contact the Training and Development Team (


Maintenance:


All mobility equipment, e.g. Evacu Chairs, that may be used in the case of an evacuation must be suitably maintained and tested. Further advice can be sought from the Health and Safety Team.


Public Areas:


Some parts of the Corporate Buildings are in use out of normal working hours or may also be open to the public.  Even when devices are provided to assist with evacuation of disabled persons, these areas may not be staffed with the required number of appropriately trained personnel.


Emergency Egress Questionnaire For Disabled Person


This questionnaire is intended to be completed by disabled persons to assist the development of a Personal Emergency Evacuation Plan.  Please provide as much information to enable management to develop a suitable plan. 


Once developed, the Plan will be the intended means of escape in the event of an emergency (including drills). If the practice drills identifies concerns in the implementation of the evacuation, then please relay these concerns to your line manager or contact the Corporate Health and Safety team for assistance in finding suitable solutions.


Why you should fill in the form


As your employer, the Borough has a legal responsibility to protect you and /or visitors from fire risks and ensure your health and safety at work.  The PEEP will be developed based on the information you provide.


What will happen when you have completed the form?


You will be provided with any additional information necessary about the emergency egress procedures in the building(s) you attend.


If you need assistance, the “Personal Emergency Evacuation Plan” will specify what type of assistance you need.  There may be some buildings where safe evacuation cannot yet be provided without alterations to the building/structure. In these cases you will have to be patient whilst the solutions are considered and developed. 


Name __________________________________________________________________________




     







Job Title _______________________________________________________________________


Department ____________________________________________________________________


Brief Description of Duties ______________________________________________________


LOCATION ____________________________________________________________________


1.
Where are you based for most of the time?


Please name:  the building, the floor and the room number. 


__________________________________________________________________________________


2.
Do you routinely use more than one location in this building?


YES
q


NO
q

If you feel it is necessary please provide further details below. (Please list the buildings and floors you used in each building)


____________________________________________________________________________________________________________________________________________________________________________


_________________________________________________________________________________


__________________________________________________________________________________


______________________________________________________________________________________


Awareness Of Emergency Evacuation Procedures


3.       Are you aware of the emergency evacuation procedures which operate in the   


        building(s) you attend?


YES
q


NO
q

4.
Do you require written emergency evacuation procedures?


YES
q


NO
q

4a
Do you require written emergency procedures to be supported by BSL interpretation?


YES
q


NO
q

4b
Do you require the emergency evacuation procedures to be in Braille?


YES
q


NO
q

4c
Do you require the emergency evacuation procedure to be on tape?


YES
q


NO
q

4d
Do you require the emergency evacuation procedures to be in large print?


YES
q


NO
q

5.
Are the signs, which mark emergency routes, and exits clear enough?


YES
q


NO
q

EMERGENCY ALARM


6.
Can you hear the fire alarm(s) in your place(s) or work?


YES
q


NO
q

DON’T KNOW

q

7.
Could you raise the alarm if you discovered a fire?


YES
q


NO
q

DON’T KNOW

q

ASSISTANCE


8.
Do you need assistance to get out of your place of work in an emergency?


YES
q


NO
q

DON’T KNOW

q

             If NO please go to Question 12


9.
Is anyone designated to assist you to get out in an emergency?


YES
q


NO
q

DON’T KNOW

q

If NO please go to Question 11.  If YES give name(s) and location(s)


____________________________________________________________________________


________________________________________________________________________________________________________________________________________________________


10.
Is the arrangement with your assistant(s) a formal arrangement?


(A formal arrangement is an arrangement specified for them by the Line Manager or written into their job description or by some other procedure.)


YES
q


NO
q

DON’T KNOW

q

10a
Are you always in easy contact with those designated to help you?


YES
q


NO
q

DON’T KNOW

q

11.
In an emergency, could you contact the person(s) in charge of evacuating the building(s) in which you work and tell them where you were located?


YES
q


NO
q

DON’T KNOW

q

GETTING OUT


12.
Can you move quickly in the event of an emergency?


YES
q


NO
q

DON’T KNOW

q

13.
Do you find stairs difficult to use?


YES
q


NO
q

DON’T KNOW

q

14.
Are you a wheelchair user?


YES
q


NO
q

Thank you for completing this questionnaire. 



The information you have given us will help us to meet any needs for information or assistance you may have.


Please return the completed form to your Line Manager. 


PERSONAL EMERGENCY EVACUATION PLAN


(PEEP)

Name 


________________________________________________




Department

________________________________________________


Working Location
________________________________________________


Awareness Of Procedure


I am alerted of the need to evacuate the building by:


Existing alarm system

 FORMCHECKBOX 


Pager Device


 FORMCHECKBOX 


Visual Alarm System

 FORMCHECKBOX 


Other





________________________________


Designated Assistance


The following people have been designated to give me assistance to get out of the building in an emergency.


Name ________________________


Job Title_______________________


Contact Number_________________


Name ________________________


Job Title_______________________


Contact Number_________________


Egress  Procedure


(Include steps listed below, from the alarm sounding to final evacuation).


Step 1
___________________________________________________________


Step 2
___________________________________________________________


Step 3
___________________________________________________________


Step 4
___________________________________________________________


Step 5
___________________________________________________________


Step 6
___________________________________________________________


Step 7
___________________________________________________________


Step 8
___________________________________________________________


Section 16


Evacuation Chairs


Where provided, staff must be trained by a competent person in the safe use and handling of evacuation chairs. This training shall be recorded in tables within Section 7 of this Logbook. 


Once trained, individuals should undergo refresher training every 12 months, using the opportunity of the fire evacuation drills to practice this skill.


Refresher training must be recorded within Section 7 of this Logbook.


Further information on competent persons to deliver evacuation chair training can be sought from Borough’s Corporate Health and Safety  Team. 
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