FIRE RISK ASSESSMENT
TEMPLATE
This Fire Safety Plan relates to the fire safety measures provided for the protection of personnel from the affects of fire. It records the fire safety measures in place when the Fire Safety Risk Assessment was conducted, lists any inadequacies found and the details the appropriate remedial action required. 

It is designed to meet the requirements of both Health and Safety legislation and the Regulatory Reforms (Fire Safety) Order 2005. However, it is recommended that once completed, the assessor consults with the Fire Authority to ensure compliance.

We have also produced a Fire Warden Training package to ensure all your employees receive appropriate training in accordance with Regulatory Reforms (Fire Safety) Order 2005.
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SECTION 1

Introduction to Fire Safety Risk Assessment

Introduction XE "Introduction" 
Each year, despite the constant effort of fire brigades, professional fire advisers, fire insurance companies and many other interested bodies, nearly 1000 people die in fires in the United Kingdom, while over 10,000 injuries occur due to fire.  The majority of these fatal and non-fatal casualties occur in domestic premises, rather than places of work.  However, a number of employees are killed or injured each year due to fire in their workplace.  In addition, and often more memorably, members of the public are sometimes involved in very serious fire incidents as they shop, travel or engage in recreational activities.  The need for adequate fire precautions is, therefore, easily established, in most buildings.

Fire also results in serious economic losses.  The most obvious is direct damage to property, which can exceed £1000 million.  Even this figure takes no account of uninsured damage to property nor, more importantly, the indirect or consequential losses suffered by industry and commerce due to loss of profits following a major fire.  Although consequential loss (or “business interruption”) can be insured, the effects of a serious fire on the future revenue earning of a business can be difficult to quantify.  It is often claimed that a significant number of companies cease trading within a few years of a major fire.  Undoubtedly, a large fire can result in loss of confidence by customers, long term loss of business and ultimately loss of jobs.

For many years there has been a prescriptive approach towards fire safety, where legislation governs different buildings according to their occupancy. However, there has been a move towards risk centred approach.

In 1989 the European Council of Ministers adopted the Framework and Workplace Directives. These were incorporated into the Management of Health and Safety at Work Regulations and the Workplace Regulations 1999. The Regulatory Reform (Fire Safety) Order 2005 incorporates the Fire safety requirements not already covered by other legislation.

The process involves inspecting the premises and making a full written analysis in terms of fire and its consequences. 

What is a Risk Assessment? XE "What is a Risk Assessment?" 
A risk assessment is an organised look at what, in your activities and workplace, could cause harm to people.  Then you can try and identify if you have taken enough fire precautions or should do more to avoid them.  The important things you need to decide are whether a hazard is significant and whether you have covered it by satisfactory precautions so that the risk is acceptably low.  

Prior to commencing your Risk Assessment

Check whether your premises have already had a Risk Assessment carried out in them or whether they have been subject to any other fire legislation.  It is likely that if your building has been subject to other fire legislation, that few, if any additional fire precautions will be necessary.  However, you will still need to carry out a Risk Assessment.

Fire Safety Risk Assessment

If fire is to cause death a chain of events must take place.  There must be an ignition source. The fire must be able to develop to a level at which there is a threat to the safety of those present. On the assumption that both an ignition source is present and potential for development we need to consider whether the occupants can evacuate in complete safety. It is only when one of these three fails in relation to the others do we see injury or loss of life.

To carry out a risk assessment a physical inspection must be carried out together with a management survey to evaluate policies, procedures and training. Without both of these a full picture of the building in terms of fire safety cannot be drawn.

Why carry out a Fire Risk Assessment? XE "Why carry out a Fire Risk Assessment?" 
The various fire regulations deal with general fire precautions in the workplace and also include a requirement to undertake an assessment of the fire risks.  The benefits of carrying out a risk assessment are;

· Firstly, you will have complied with statutory requirement to make an assessment of the risks to people in the event of a fire.

· Secondly, and more importantly, your workplace will by virtue of the hazard reduction part of the exercise have been made a safer place to work.

· Thirdly, a realistic assessment of the risks from fire must mean that what are no doubt scarce resources are devoted to necessary fire safety measures; in short will lead to a more cost effective use of the fire safety managers budget.

Risk Areas XE "Risk Areas" 
Assessing the risks from fire in a large and complex building would be both confusing and unwieldy. The first part is to divide the building into risk areas. This should follow logical lines. Floors and compartment walls are obvious examples as are different occupancies in the same building. The important feature of a risk assessment is that the assessor should feel able to evaluate it independent of the other risk areas.

Management Information Survey XE "Management Information Survey" 
A management survey must be carried out to evaluate all the policies, procedures and training. This involves consideration of all the following areas.

· Is there as arson policy

· Is there a smoking policy

· Is there a policy in relation to disabled workforce /members of public

· Is there a person specifically nominated as responsible for fire safety matters

Certificates/Records XE "Certificates/Records" 
· Electrical installation/inspection programme

· Gas installation/inspection programme

· Heating installation/inspection programme

· Certificates for treatments applied to horizontal and vertical surfaces and re-treatment dates where applicable

· Fire resistance of furniture, furnishings, curtains, bedding etc-documentary evidence

· Fire alarm system-Records

· Emergency Lighting-Record

· Extinguishing Media-Extinguishers/Hose Reel/Sprinklers etc-Records

· Dry /wet risers-records

· Smoke Control system-Records

· Lightening Protection System –Records

Procedures XE "Procedures" 
· Evacuation Drills-Records

· Staff Training – Evacuation/Actions on Discovering Fire-Records

· Staff Training- Use of Firefighting Equipment-Records

· Hot Working Permits- Records/written Procedure

· Programmed Inspections-Fire Risk Management

· Waste Management 

· Specialist Firefighting Strategy/Team

Equipment General XE "Equipment General" 
· Maintenance programmes; or reactive maintenance

· Reporting procedures for faults-Action

· Contracts for equipment maintenance etc.

Once all the above areas have been evaluated the assessor must consider all the risk areas in Section 2, which must be present if fire is to pose a risk to the occupants.  This involves a physical inspection of the premises to identify if any of these risk areas are present and to identify how they can be eliminated or reduced to a minimum.

Guidance XE "Guidance" 
Guidance in deciding on the adequacy of the means of escape and other fire safety features can be sought from the relevant guides:

· Guide to fire precautions in premises used as Hotels and Boarding houses which require a fire certificate.  ISBN 0-11-34 1005-0 

· Guide to fire precautions in existing places of entertainment and like premises.   ISBN0-11-340907-9

· Guide to fire precautions in existing places of work that require a fire certificate.  ISBN0-11-341079-4

Summary

This procedure is primarily designed to aid the user by guiding him or her through the facets of fire safety so that an accurate and realistic assessment can be made of the fire risks generated by a building and its occupants
 XE "Fire Safety and other legislation." 
The Regulatory Reform (Fire Safety) Order 2005

The purpose of the Regulatory Reform (Fire Safety) Order 2005 is to protect people from the effects of fire. The Order revokes the Fire Precautions Act 1971 thus removing the requirement for premises (with certain exceptions) to hold a fire certificate issued by the fire authority for their area.
The Order transfers the onus onto any person who exercises some level of control in premises to take reasonable steps to reduce the risk from fire and ensure occupants can safely escape if a fire does occur, this includes conducting a Fire Risk Assessment and implement and maintain a fire management plan.

Control of Substances Hazardous to Health 2002 (COSHH) XE "Control of Substances Hazardous to Health 1994 (COSHH)" 
COSHH or the ‘Control of Substances Hazardous to Health’ is the name given to a series of regulations aimed at protecting people against risks to their health, which may occur from exposure to substances or processes hazardous to their health at the workplace.

Regulation 12 section 1 states that ‘an employer who undertakes work which may expose any of his employees to substances hazardous to health, shall provide that employee with such information, instruction and training as is suitable and sufficient for him to know the risks to health created by such exposure and the precautions which should be taken’.

Although it is the employer who has the main responsibility for implementing COSHH employees, visiting workers, subcontractors and other persons who may be affected by substances hazardous to health in the workplace are also assigned obligations under the regulations.  Failure to comply with COSHH, in addition to exposing employees to risk, will constitute an offence under the Health and Safety at Work Act 1974.

The Control of Major Accident Hazard Regulations 1999 (COMAH) XE "Control of Major Accident Hazard Regulations 1999 (COMAH)" 
These regulations replace the CIMAH regulations 1984.  The Seveso Directive was adopted in 1996 and this brought about the Control of Major Accident Hazards (COMAH) Regulations 1999.  Requirements to protect the environment from the consequences of major accidents were strengthened in these regulations and will be enforced by the Environment Agency and the HSE.  The duty on operators under the COMAH regulations is to take all measures necessary to prevent major accidents and limit their consequences to persons and the environment.

The Local Fire Authority has a right to visit at any time to ensure the safety of their personnel during firefighting operations.

The Construction (Health, Safety and Welfare) Regulations 1996 XE "Construction (Health, Safety and Welfare) Regulations 1996" 
These regulations are aimed at protecting the health, safety and welfare of everyone who carries out construction work and people who they may affect.  The regulations cover both protection from process risks and general fire risks.  In the case of new buildings then the HSE is the enforcing body and in existing buildings the Local Fire Authority will ensure compliance.  The local Fire Authority will ensure that sufficient fire safety measures are in place to protect all persons from the risk of fire. HSE will cover the process risks.

Other legislation XE "Other legislation"  covering fire safety responsibilities

The Management of Health and Safety at Work Regulations 1999
The Highly Flammable Liquids and Liquefied Petroleum Gases Regulations 1972

The Explosives Act 1897

Local Authority (Entertainment Licence) Act 1984

The Health and Safety (Safety Signs and Signals) Regulations 1996 XE "Health and Safety (Safety Signs and Signals) Regulations 1996" 
SECTION 2

The Regulatory Reforms (Fire Safety) Order 2005

The Regulatory Reforms (Fire Safety) Order 2005 XE "The Fire Precautions (Workplace) Regulations 1997" 
The Fire Precautions Workplace Regulations have been in force since 

1st December 1997 implementing the fire safety requirements of the EC Framework and Workplace directives.  These regulations have the following effect on premises like yours:

· They place primary responsibility upon the employer for fire safety.

· They encompass, within the employer’s duty to make a Health and Safety risk assessment, the risk of fire.

· They institute a risk appropriate regime.

· They put the onus on the employer to ensure their staff are trained to the required standards in Fire Safety.

Provisions of the Regulatory Reforms (Fire Safety) Order 2005 XE "Provisions of the Fire Precautions (workplace) Regulations 1997" 
In five parts 

- Part 1 - preliminary

- Part 2 - Fire precautions in the workplace

- Part 3 - Amendment of the management of Health and Safety at work regulations
- Part 4 - Enforcement and offences

- Part 5 - Further consequential and miscellaneous provisions

Part 1

This covers Citation - What regulations are called

- The word WORKPLACE means any premises or parts of premises, not being domestic premises, used for purposes of the employers undertaking and which are made available to an employee of the employer, whether or not run for profit.

Part 2- Fire precautions in the workplace

This part includes:

- Regulation 3 - Application

- Regulation 4 - Firefighting and detection

- Regulation 5 - Emergency routes and exits

- Regulation 6 - Maintenance

Regulation 3 - Application

The regulations do not apply to the following

- Mine shafts and mine galleries.

- Workplaces such as construction sites

- Ships

- Means of transport used outside the workplace

- Agriculture or forestry land away from the undertakings main buildings

- Workplaces, such as offshore installations

Regulation 4 - fire fighting and detection

Must be appropriate to the risk

- A workplace shall, be provided with adequate and appropriate fire fighting equipment and with fire detectors and alarms; and

- Any non-automatic firefighting equipment must be accessible, simple to use and indicated by signs.

-The employer shall arrange any necessary contracts with external emergency services, particularly as regards rescue work and fire fighting.

- The employer shall take measures for firefighting in the workplace

-The employer shall also nominate employees to implement these measures and ensure that there number. Training and equipment available is adequate.

Regulation 5 - emergency routes and exits

Requires that the following must be complied with in respect of a workplace where necessary-

· The number and distribution of emergency routes and exits must be adequate having regard to the use of the workplace and the outcome of the risk assessment;

· Emergency routes and exits shall lead as directly as possible to a place of safety;

· In the event of danger, it must be possible for employees to evacuate the workplace quickly and as safely as possible;

· Emergency doors shall open in the direction of escape;

· Sliding or revolving doors shall not be used for exits specifically intended as emergency exits

· Emergency routes and exits shall be indicated by signs

· Emergency routes and exits requiring illumination shall be provided with emergency lighting of adequate intensity in the case of the failure of normal lighting.
Regulations 6 - Maintenance

The workplace and any equipment and devices provided under regulations 4 and 5 must be maintained. Having the most up to date equipment is of no use if not inspected, tested and repaired.

Part 3 - amendment of the Health and Safety at Work regulations 1999
The effect of this is to enlarge the requirements to make an assessment of the general risks, so as to include those risks arising from fire, in other words to carry out a fire risk assessment. The fire risk assessment may be part of the general one but ideally as a separate exercise.

Part 4 - Enforcement
Local Fire Authority

For crown owned, or crowned occupied workplaces, enforcement will be by Her Majesty’s Inspectorate of Fire Service at the Home Office. Although the regulations do apply to the crown, the crown may not be prosecuted for failure to comply.

Any person found guilty of an offence shall be liable to a fine or imprisonment for a term not exceeding two years, or both.
SECTION 3

THE SIX STEP METHOD

THE SIX STEP METHOD XE "THE SIX STEP METHOD" 
This method entails a two fold process

· Identifying the fire hazards - readily combustibles or highly flammable materials, sources of heat and unsatisfactory structural features.

· Assessing the fire risk - likelihood of fire and consequence of fire in workplace

The overall process is in 6 steps

1. Identifying the fire hazard

2. Identifying the people at risk

3. Remove or reduce the hazard 

4. Assign the risk category

5.  Decide if existing safety arrangement are satisfactory

6. Record the findings

Step 1

Identifying hazards e.g. paint, thinners, flammable solvents, flammable gases, reactive chemicals.

It also entails noting sources of heat such as sparks and flames from processes, sources of frictional heat, lights, heaters, faulty wiring, lightbulbs close to combustibles, etc

Structural features that would constitute a hazard e.g. ducts and flues, unstopped holes through walls, pipework, uncompartmented roof spaces, excessively long escape routes. Etc

Step 2

In identifying people at risk, consider people who are asleep, present in large numbers, those who are familiar with layout of workplace and or fire exit routes, those with impaired sight, vision or hearing.

Also note people who would be unable to react quickly enough or are unaware of danger of fire because they work in remote areas, have learning difficulties or are outside contractors.

Step 3

Remove or reduce hazard in this stage of the risk assessment will produce a safer working environment. For each hazard in step 1, consider whether it can be removed, reduced, replaced, protected, repaired or cleaned e.g. replace tungsten lightbulbs for fluorescent type, protect electrical equipment with thermostats, residual current devices and correct rated fuses, clean dirty flues and ducts. Fire detection and suppression should also be considered. Decide whether these measures should be undertaken immediately, medium or long term.

Step 4 

On completion of step 3, depending on what hazards remain give a risk category

The risk categories are;

LOW; where there is hardly any risk from fire, few combustible materials, no highly flammable substances and no sources of heat.

NORMAL; where there are sufficient quantities of combustible materials and sources of heat to be greater than low risk but where a fire is likely to remain confined or to spread slowly

HIGH; where there is serious risk to life from fire, substantial quantities of combustible materials, highly flammable substances, or there exists the likelihood of rapid spread of fire, heat or smoke.

Step 5

In this step, decide whether the existing fire safety measures are adequate or are in need of improvement. Possible improvements would include such steps as:

· the reduction of evacuation times/escape route lengths

· the provision of additional escape routes

· the installation of more fire alarm call points

· the provision of more signs

· the installation of a sprinkler system

· the institution of better programmes of fire safety training

· the appointment of fire wardens

Step 6

This simply entails recording the findings of the fire risk assessment and should include the significant hazards found to be present, the detail of any staff who are especially at risk and the date on which the assessment was made.

Now carry out your risk assessment using the Fire Safety Risk Assessment checklist.

SIX STEP METHOD



STEP 1

Identify all the fire hazards:

(a) all possible sources of ignition,

(b) combustible materials


(1)are used or stored during business operations,


(2)are parts of furniture or furnishings,


(3)form parts of the structure or fittings,

(c )flammable liquids and gases,



STEP 2

Identify people who are at risk



STEP 3

Eliminate, control or avoid the fire hazards.



STEP 4

Give your premises a risk category



STEP 5

Consider whether the existing fire safety provisions are

adequate or need improvement



STEP 6         

Record the finding

Worksheet one

IDENTIFYING THE HAZARDS. XE "IDENTIFYING THE HAZARDS."  

Combustible materials. XE "Combustible materials." 
Tick the appropriate answer

	Location
	
	Yes
	No
	Comments

(e.g. See report)

	1
	Have you highly flammable materials in the workplace?


	
	
	

	2


	Are quantities of combustible waste permitted to accumulate in the workplace?
	
	
	

	3


	Are excessive quantities of combustible materials displayed or stored in the workplace?
	
	
	

	4


	Are substantial areas of walls or ceilings covered with flammable linings?
	
	
	

	5
	Are there any other readily combustible materials in the workplace which present a significant hazard?
	
	
	

	6
	Does the process involve spraying processes?


	
	
	


If YES what are they?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

Sources of heat.

Tick the appropriate answer.

	
	
	Yes 
	No
	Comments

(e.g. See report)

	7
	Does the work activity involve processes such as incineration, cooking, welding, flame cutting or frictional heat?.
	
	
	

	8
	Does the workplace have oil or gas burning equipment?
	
	
	

	9
	Is smoking prohibited in all but “designated areas”?
	
	
	

	10
	Are the non-smoking regulations strictly enforced?
	
	
	

	11
	Where smoking is permitted is there an abundant supply of non-combustible receptacles for cigarette ends as distinct from containers for waste?
	
	
	

	12
	Are these receptacles emptied at least once a day?
	
	
	

	13
	Are there restrictions on using unauthorised heaters?
	
	
	

	14
	Are combustible materials at a safe distance from appliances and flues?
	
	
	

	15
	Is care taken that no materials are left on heaters?
	
	
	

	16
	Are there flues or ducts and are they cleaned?
	
	
	

	17
	Are there light bulbs and fittings near flammable materials?
	
	
	

	18
	Is electrical equipment or wiring faulty or damaged?
	
	
	

	19
	Does the electrical equipment have “wander” or extension leads?
	
	
	

	20
	Are there portable heaters present?
	
	
	

	21
	Are there multi-point adapters in electrical sockets?
	
	
	

	22
	Is arson a potential problem?
	
	
	

	23
	Is every point of entry to the site and building secure against intruders?
	
	
	

	24
	After closedown of operations are all doors, windows and gates checked and secured?
	
	
	

	25
	Are the grounds surrounding the premises kept free of combustible vegetation by regular grass cutting and scrub clearance?
	
	
	

	26
	Are all contractors supervised while on the premises and their work authorised by “permit to work” and “hot work permit” schemes”?
	
	
	

	27
	Are there any other sources of heat in the workplace?
	
	
	

	28
	Are liquefied petroleum gas (LPG) cylinders stored safely, preferably in a fenced compound outdoors at least 2M away from any boundary fence?
	
	
	

	29
	Is the store used only for cylinder storage?
	
	
	

	30
	Are empty cylinders treated in the same manner, but kept separate and labelled empty?
	
	
	

	31
	Are permanent warning notices prominently displayed prohibiting smoking and naked lights?
	
	
	

	32
	Are cylinders stored with their valves uppermost?
	
	
	


If any of the questions 1-8 or 17-22 have been answered YES, or any of the questions 9-16 or 23-32 have been answered NO what are they

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

you will need to see how the risk of fire can be reduced by using the next sheet.

Worksheet 2

Stage 2 : Are any staff or other people especially at risk XE "staff or other people especially at risk" .

Tick the appropriate box

	
	
	Yes 
	No
	Comments

(e.g. See report)

	1


	If staff work in remote areas of the workplace, or in areas of high risk, are they;-

a. Sufficiently trained, and

b. Are there adequate arrangements to ensure their safe evacuation?
	
	
	

	2


	Where the workplace is used for sleeping purposes, are there ;

a. Adequate arrangements to ensure there is early warning of fire?

b. Short distances of travel to exits?

c. Protected routes?

d. Sufficient trained staff to assist in evacuation?

e. Suitable notices of the action to take in event of fire?
	
	
	

	3


	Where people are confined to bed, or the workplace is regularly used by people whose mobility is impaired, are there;

a. Adequate numbers of trained staff to assist in an emergency?

b. Arrangements to ensure that staff are given early warning of outbreak of fire?

c. Short distances of travel to a fire exit?

d. Exit routes are of adequate width?
	
	
	

	4


	If the workplace is occupied by large numbers of people, particularly members of the public, are there;

a. Adequate signposting of Escape routes?

b. Sufficient trained staff to assist in evacuation?

c. Appropriate communication systems in place, e.g. a PA system?
	
	
	

	5
	Are there sufficient number of exits of suitable width for the people present?
	
	
	

	6
	Do the exits lead to a place of safety?
	
	
	

	7
	Are final exits always unlocked when the premises are in use?
	
	
	

	8
	Are devices securing final exits capable of being opened immediately and without the use of a key ?
	
	
	

	9


	Are the self-closers on fire doors operating correctly?
	
	
	

	10
	Are all internal fire doors labelled as such and normally kept closed?
	
	
	

	11
	Are fire doors fitted with smoke seals and intumescent strips?
	
	
	

	12
	Are the fire doors fitted correctly?
	
	
	

	13


	Do the doors on escape routes open in the direction of travel?
	
	
	

	14


	Are escape routes clearly and correctly signed?
	
	
	

	15
	Are escape routes adequately lit?


	
	
	

	16
	Are lifts provided with notices indicating not to use them in case of fire?
	
	
	

	17
	Are high risk rooms (storerooms, linen cupboards) locked when not in use ?
	
	
	

	18
	Is all fire fighting equipment indicated by signs?
	
	
	

	19
	Are opening devices on fire doors provided with signs explaining  the method of opening?
	
	
	


Worksheet 3

Stage 3 : Remove or Reduce hazard XE "hazard" .

If the staff and other people are especially at risk and questions 1-5 in worksheet one have been ticked as YES, can you;

	
	
	Yes 
	No
	Comments

(e.g. See report)

	1


	Remove or significantly reduce any combustibles and highly flammable materials or replace them with safer alternatives?
	
	
	

	2


	Store highly flammable materials in fire resisting stores away from sources of ignition?
	
	
	

	3


	Remove or treat flammable wall and ceiling linings to reduce flame spreading rapidly?
	
	
	

	4
	Replace or repair damaged or upholstered furniture?


	
	
	

	5


	Improve the general housekeeping levels and arrangements for the disposal of waste and rubbish?
	
	
	


If questions 6-26 in worksheet one have been ticked as YES, or 27-31 have ticked as NO Can you;

	
	
	Yes 
	No
	Comments

(e.g. See report)

	6


	Remove unnecessary sources of heat from the workplace?
	
	
	

	7


	Replace sources of heat with safer alternatives?
	
	
	

	8


	Ensure that heat-producing equipment is used in accordance with the manufacturers instructions?
	
	
	

	9


	Replace naked flame and radiant heaters with fixed convection heaters or a central heating system?
	
	
	

	10


	Separate sources of heat by fire resisting enclosures?
	
	
	

	11


	Provide and maintain protection devices such as electrical circuit breakers and thermostats?
	
	
	

	12


	Ensure that all electrical equipment is adequately maintained?
	
	
	

	13


	Ensure that all electrical fuses are suitable for the purpose?
	
	
	

	14


	Repair or replace damaged equipment?
	
	
	

	15


	Clean and repair ducts and flues?
	
	
	

	16


	Adopt an appropriate system for the monitoring of HOT WORK (inc permit system)
	
	
	

	17


	Replace tungsten filament bulbs with fluorescent fittings in areas where there is a possibility that combustible materials may ignite?
	
	
	

	18


	Where smoking is permitted, adopt a smoking policy which provides for safe smoking areas and prohibition elsewhere?
	
	
	

	19


	Enforce the prohibition of matches and lighters in high risk areas.
	
	
	

	20


	Provide and maintain appropriate security measures against the risk of arson?
	
	
	


If spraying processes are employed answer questions 21 –40  if NO go to worksheet 4

	
	
	Yes 
	No
	Comments

(e.g. See report)

	21
	Can the spraying process be replaced by a different process?


	
	
	

	22
	Can the use of non flammable substances be employed?


	
	
	

	23
	Is the spraying carried out in a purpose built unit? If no can it be?
	
	
	

	24
	Is all electrical equipment in use in the hazard area installed in accordance with the hazard zone? (including forklift equipment)
	
	
	

	25
	Is the booth located as close to the building final exit door?
	
	
	

	26
	Is the maximum travel distance (12m single or 25m alternate direction) exceeded?
	
	
	

	27
	Is the fire alarm system audible in the booth?
	
	
	

	28
	If noise is excessive or the wearing of ear defenders employed, are visual beacons installed?
	
	
	

	29
	Is the natural ventilation adequate (problems can occur when spraying located centrally within a large workroom or in areas without outside walls?
	
	
	

	30
	Is mechanical ventilation provided? If yes go to 30 if no go to 
	
	
	

	31
	Does the system operate constantly?
	
	
	

	32
	Does the failure of the extraction system operate a detection system (airflow monitor in ductwork)?
	
	
	

	33
	Doe the ductwork lead to a safe place in the open air, via fire resisting ductwork?
	
	
	

	34
	Does the ductwork terminate   - at least 3m above ground?

· at least 3m from building openings, boundaries, source of ignition? and

· Away from building eaves and other obstructions?
	
	
	

	35
	Are electric motors positioned in ductwork containing flammable vapours ? (The HFL regs prohibit this)
	
	
	

	36
	Are all service pipes and electrical connections suitably fire stopped?
	
	
	

	37
	Are gas supplies provided with emergency shut off valve?
	
	
	

	38
	Is emergency lighting provided throughout the length of the exit route?
	
	
	

	39
	Are suitable signs provided in booth?
	
	
	

	40
	Are emergency override switches provided at each exit from the booth and do they shut down the system and sound the alarm throughout the building?
	
	
	


Where significant hazards are present go to sheet four.

Worksheet four.

Stage 4 : Give your premises a risk category XE "risk category" 
	1
	High risk premises?
	Yes
	No

	2
	Medium risk premises?
	Yes
	No

	3
	Low risk premises?
	Yes
	No


Stage 5 : Are fire safety arrangements satisfactory or do they require improvement.

Are the fire safety arrangements in the workplace adequate?
Please tick answer.

Electricity at Work Regulations 1989 XE "Electricity at Work Regulations 1989" 
	
	YES
	NO
	N/A

	a) Have all electrical systems and equipment been tested and reported on by a competent electrical engineer in accordance with the Institute of Electrical Engineers Guidance Note 3 “Inspection and testing”?
	
	
	

	b) Have all portable electrical appliances been inspected and/or tested by a competent person in accordance with the HSE guidance?
	
	
	

	c) Have works required to be done to make systems and equipment safe, been carried out in accordance with the Institute of Electrical engineers Wiring Regulations (BS7671:1971)?
	
	
	

	d) Are records kept regarding regular testing of installations, equipment and portable appliances?
	
	
	

	e) Does a permit to work system form part of your written procedures?
	
	
	

	f) Have all staff been instructed not to carry out repairs or make alterations to electrical systems and equipment unless trained and authorized in writing by management?
	
	
	

	g) Has a competent person been appointed as a “duty holder” in accordance with the regulations?
	
	
	


The Gas Safety (Installation and Use) Regulations 1998 XE "The Gas Safety (Installation and Use) Regulations 1998" 
	
	YES
	NO
	N/A

	a) Are all gas installations and equipment maintenance carried out by a CORGI registered contractor?
	
	
	

	b) Have all staff been instructed not to carry out repairs or alterations to gas systems?
	
	
	


Fire Precautions Act 1971 XE "Fire Precautions Act 1971" 
	
	YES
	NO
	N/A

	a) Is a Fire Certificate required?
	
	
	

	b) Has a Fire Certificate been issued?
	
	
	

	c) Is it available?
	
	
	

	d) Has an exemption been granted?
	
	
	

	e) Is it available?
	
	
	

	f) Fire Certificate number?     

	g) Are the “conditions” listed in the Fire Certificate (if granted) being complied with?
	
	
	

	h) Is the building layout and fire equipment as per the plans attached to the Fire Certificate i.e.
	
	
	

	- fire compartment walls, escape routes and stairways
	
	
	

	- positions of fire extinguishers
	
	
	

	- positions of alarm break glasses
	
	
	

	- positions of emergency lighting
	
	
	

	- positions of exit signs and fire notices
	
	
	


Note: A Fire Certificate is required to premises used as an Office, Shop, Factory or Railway Premises where:

· more than 20 persons are employed in the building as a whole: or

· more than 10 persons are reemployed in the building above or below the ground floor: or
· in the case of a factory, in, under or on which highly flammable materials are stored or used.
A Fire Certificate is also required for sleeping accommodation provided for guests or staff as follows:

a) more than 6 beds in a building: or

b) any sleeping accommodation below ground or above first floor.
Precautions relating to Escape in case of fire XE "Escape in case of fire" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	1
	Is the means of escape adequate?
	
	
	

	2
	Are fire doors indicated by signs?
	
	
	

	3
	Are fire doors fitted with serviceable self closing devices?
	
	
	

	4
	Are the travel distances satisfactory?
	
	
	

	5
	Are all  Means of Escape clear and unobstructed both inside and outside?
	
	
	

	6
	Are escape routes provided with adequate emergency lighting?
	
	
	

	7
	Is the emergency lighting tested and recorded?
	
	
	

	8
	Are all staff aware of the Means Of Escape from the building?
	
	
	

	9
	Are the Means of  Escape identified on the plan?
	
	
	

	10
	Have all pushbars, self-closers and automatic devices been checked?
	
	
	

	11
	Have arrangements been made for evacuating disabled persons?
	
	
	


Liaison with the Fire Service XE "Liaison with the Fire Service" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	12
	Can the Fire Service access all areas of the workplace?
	
	
	

	13
	Are fire hydrants clearly marked?
	
	
	

	14
	Do Fire Service operational crews visit the site?
	
	
	

	15
	Are they aware of any special risks?
	
	
	


Record of tests

	
	
	Yes 
	No
	Comments

(e.g. See report)

	16
	Are all of the following items tested regularly?
	
	
	

	17
	Fire alarm and detection systems?
	
	
	

	18
	Emergency lighting?
	
	
	

	19
	Fire extinguishers and hose reels?
	
	
	

	20
	Automatic sprinklers?
	
	
	

	21
	Other fixed systems?
	
	
	

	22
	Automatic closing or opening doors or shutters?
	
	
	

	22
	Smoke control systems?
	
	
	

	23
	Are proper records kept?
	
	
	

	24
	Are records kept of all persons receiving training?
	
	
	

	25
	Are there records of fire drills?
	
	
	


Fire evacuation XE "Fire evacuation" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	26
	Are there clearly defined written evacuation procedures as identified by your fire risk assessment and in order to comply with the FPA Fire Certificate?
	
	
	

	27
	Is a member of management ready at all times to assume overall responsibility for operating the evacuation procedure?
	
	
	

	28
	Have receptionist/switchboard staff been instructed to call the fire brigade for all fires, no matter how small, and to alert management?
	
	
	

	29
	Have selected off duty staff been instructed to do this when reception/switchboard staff are “off duty”?
	
	
	

	30
	Are all staff trained as to what they must do in the event of a fire evacuation?
	
	
	

	31
	Do they know their first duty is to raise the alarm by operating the nearest fire alarm?
	
	
	

	32
	Are all staff aware of their responsibility to assist in evacuating visitors/customers?
	
	
	

	33
	Are there sufficient fire wardens available to provide for all working hours (including breaks) taking into account holidays and sick leave?
	
	
	

	34
	Will the visitors register be readily available in order to check for missing persons?
	
	
	

	35
	Are spare master keys available at reception in a secure manner for issue to the Fire Brigade in case of emergency?
	
	
	


Firefighting Equipment. XE "Firefighting Equipment." 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	36


	Are the premises provided with sufficient numbers of fire extinguishers?
	
	
	

	37
	Are the extinguishers suitable for the purpose?
	
	
	

	38
	Are the extinguishers mounted correctly?
	
	
	

	39
	Can access be gained to the extinguisher without exposure to risk?
	
	
	

	40
	Is the location of all extinguishers indicated by signs?
	
	
	

	41
	Are the extinguishers checked and maintained correctly?
	
	
	

	42
	Has the extinguisher been tested in the previous 12 months by a competent person?
	
	
	

	43
	Have employees received training in their operation?
	
	
	


Building works XE "Building works" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	In connection with alterations, repair and decorations, are there procedures for making sure that:

	44
	Suitable precautions are taken to prevent fire?
	
	
	

	45
	Means of escape are not obstructed?

	46
	The fire risk is fully considered when ordering any replacements or additions for furniture, furnishings and equipment?
	
	
	

	47
	No reduction in life safety will result from alterations?
	
	
	


Permits to work XE "Permits to work" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	48
	Is the permit to work scheme used correctly at all times?
	
	
	

	49
	Are duplicates of work permits kept on file for reference and inspection by the enforcing authorities?
	
	
	


Fire resisting doors XE "Fire resisting doors" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	44
	Are all fire resisting doors in good condition?
	
	
	

	45
	Are self closing devices (where fitted) effective?
	
	
	

	
	Are signs fixed on fire resisting doors at eye level on both sides as follows:

	46
	Fire doors to escape stairways, fire rated corridors or to rooms of high fire risk i.e. kitchen, boiler rooms – “Fire Door Keep Closed”
	
	
	

	47
	Fire doors to cupboards and stores on escape corridors or stairways-“Fire Doors Keep Closed and Locked”
	
	
	

	48
	Automatic fire doors with magnetic devices –“Automatic Fire Door- Keep Clear – Close at Night”
	
	
	


Fire Detection and warning system. XE "Fire Detection and warning system." 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	20
	Is a fire alarm system fitted and type?
	
	
	Type.

	21
	Does it meet BS 
	
	
	

	22
	Has it battery back up provided?
	
	
	

	23
	Are heat detectors provided in the workplace?
	
	
	

	24
	Are smoke detectors provided in the workplace?
	
	
	

	25
	Can the means of detecting discover a fire quickly?
	
	
	

	26
	Can the alarm be clearly heard and understood throughout the premises?
	
	
	

	27
	Is the alarm system tested and records kept accordingly?
	
	
	

	28
	Are all call points tested every 13 weeks?
	
	
	

	29
	Is there a maintenance contract in place?
	
	
	


If you have answered YES you may wish to use the information in Section 4 to confirm your decision. If any questions have been answered NO can you compensate by doing any of the following;

Means of escape XE "Means of escape" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	1
	Reduce the travel distance to a final exit?
	
	
	

	2
	Provide protected routes to the final exit(s)?
	
	
	

	3
	Provide additional escape routes and exits or reduce the number of people in the workplace?
	
	
	

	4
	Provide additional exit and directional signs?
	
	
	

	5
	Install additional emergency escape lighting?
	
	
	

	6
	Make special provision for people who are confined to bed or have disabilities?
	
	
	

	7
	Ensure there are adequate trained staff to assist in an evacuation?
	
	
	

	8
	Provide additional and appropriate fire action notices?
	
	
	


Firefighting equipment XE "Firefighting equipment" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	9
	Provide suitable additional firefighting equipment, including specialist equipment for specific hazards?
	
	
	

	10
	Provide sprinklers or other suitable fire suppression system?
	
	
	


Fire warning XE "Fire warning" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	11
	Reduce the distance between the fire alarm call points?
	
	
	

	12
	Improve the way people are alerted to a fire?
	
	
	

	13
	Install a more effective fire alarm system?
	
	
	

	14
	(In small workplaces) Rearrange the work activity?
	
	
	

	15
	Install automatic fire detection?
	
	
	


Training XE "Training" 
	
	
	Yes 
	No
	Comments

(e.g. See report)

	16
	Provide an enhanced programme of good housekeeping and fire safety for all employees?
	
	
	

	17
	Draw up procedures that outside contractors and maintenance workers receive necessary fire safety instruction?
	
	
	

	18
	Ensure that specific training is given to staff who use combustibles and highly flammable materials and sources of heat?
	
	
	

	19
	Are there sufficient Fire Wardens appointed?


	
	
	


Stage 6 : Record the findings

	
	
	Yes 
	No
	Comments

(e.g. See report)

	1
	If you employ more than 5 persons have you recorded the findings of your risk assessment?
	
	
	

	2
	Have you informed your staff of your findings?
	
	
	

	3
	If you have prepared a formal report have you shown it to your staff?
	
	
	

	4
	If you share the workplace with others have you informed them of your findings?
	
	
	

	5
	If you do not have direct control over your workplace have you made your findings known to the landlord/owner?
	
	
	


Carry out a period review of the assessment

	
	
	Yes 
	No
	Comments

(e.g. See report)

	1
	Has a procedure been established to review the fire risk assessment periodically?
	
	
	


Fire Safety Risk Assessment Survey XE "Survey" 
(Findings/Recommendations)

Zone and Location   

	No
	Hazard
	Action

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Zone and Location
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	Hazard
	Action

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Zone and Location

	No
	Hazard
	Action

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION 4

COPING WITH THE RESIDUAL RISK

COPING WITH THE RESIDUAL RISKS XE "RESIDUAL RISKS" 
The risks, which remain after the previous stages, should be considered and suitable measures devised and implemented to ensure the safety of the workforce. The measures described in this section are only guidelines and therefore the requirements should be appropriate to the risk.

These measures will provide;

· adequate MOE

· suitable signs

· escape lighting

· a fire alarm and detection system

· means for fighting fire

Assessing Means of Escape XE "Means Of Escape" 
Due to wide variations in the types of workplace covered by the fire regulations, it is only possible to give a general guide to the level of precautions required to satisfy these regulations in most workplaces.  This guide does not give specific advice but more general and therefore if your workplace is large, complex or involves specialised activities or risks, you may wish to seek specialist advice.

Means of Escape

Whether premises are of low, normal or high risk, the Regulatory Reforms (Fire Safety) Order 2005 require that suitable means of escape are provided. When deciding whether escape routes are satisfactory you need to consider;

· The findings of the fire risk assessment

· No of people present, their familiarity with the premises and ability to escape without assistance.

· Where people may be if a fire occurs

· Size of workplace, its construction, content and layout

The general principle is that, other than in very small premises or those presenting low fire risk, there should be an alternative means of escape such that wherever a fire was to occur, people present could turn their backs on the fire and escape to a place of safety. Alternative routes should provide independent paths and protect people until they leave the building and reach safety.

The construction of escape routes XE "escape routes" 
Constructed from suitable fire resistant materials and be separated from the adjacent areas by fire resistant doors. Thus as people escape from a building they should pass through areas safe form the effects of heat and smoke. It is therefore imperative that neither the materials from which the route is constructed, nor the surface of the walls sustain a flame or emit significant amounts of smoke when heated.

When assessing your escape routes assess the furnishings and wall linings.

Notice boards should be as small as possible, Floor coverings should be checked. Further advice is set out in approved Document B of the Building Regulations 1991.

Evacuation XE "Evacuation"  times and length of escape routes

Once the alarm is raised it is essential that everyone can reach a place of relative safety within the time available for escape.  The time to reach a place of safety includes the time it takes them to react to a fire warning and will depend on a number of factors;

· Whether they have to carry out a specific task before starting to escape e.g. switch off machinery

· What they are likely to be doing at the time the alarm is raised e.g. sleeping

· Their training and knowledge of the building.

Evacuation times should normally be between 2-3mins.

Width of escape routes

Usually 1M, but 1.2 M required for wheelchairs. Corridors over 30M long in high risk premises and those over 45M in low or normal risk should be sub divided by doors in suitable frames that will resist the passage of fire, heat and smoke for at least 20 minutes.

Where escape routes pass across large floor areas they should be clearly marked on the floor by means such as painting and kept clear of obstructions.

A normal 750mm door will allow 40 people per minute through whereas 1M will allow up to 80. Where more persons are required then an additional 75mm per 15 persons is required. When calculating these figures it should be assumed that one exit is not available due to fire and this is the largest one. Particular consideration needs to be given to routes used by staff or visitors with disabilities.

Inner rooms
When designating escape routes the general rule should be that people travel to progressively lower area of risk. Thus where the layout of the premises involves a room within a room, the outer room should not be of a higher risk than the inner one.

Inner rooms should have

· a vision panel between inner and outer room

· an automatic fire detector in the outer room or, there should  be a gap of at least 500mm above the partition between the two rooms.

Where people sleep in the premises, inner rooms should not be used for this purpose

Stairways

Except in small businesses, stairways should be at least 1M wide. Where only normal or low risk, only one stairway need be provided if;

· the stairway does not serve more than 3 floors above ground or 1 floor below ground and

· the stairway is protected, min 30 minutes and has self closing fire doors and

· access to the stairway is via a protected lobby or protected corridor other than the top floor and

· the stairway is sufficiently wide to accommodate the number of people it is to accommodate in an emergency and

· the stairway leads to a place of safety,

The requirement regarding the need for protected lobbies does not apply to premises of low risk or those of normal risk when the areas opening onto the stairway are already protected by an AFD system or sprinkler installation connected to the fire alarm panel.

In small low risk workplaces a single, unprotected stairway may be satisfactory as a MOE if:

· the stairway provides access between the ground and first floor or the ground and the basement only, and

· exits can be reached in the timing relating to single escape routes given above, and 

· the access to the stairway is clearly visible from all areas of each floor, and

· the stairway discharges less than 6M from an exit leading to open air at ground floor level.

Where external stairways are provided, the glazing in all windows (except toilets) within 1.8M horizontally or 9M vertically should be min 30M fire resistant.

The door to a final exit should be easily and immediately openable without the use of a key. In some areas security considerations will require that the doors are secured, but they must not be locked. Push bars are ideal but latches operated by a handle are acceptable with limited no of occupants. So that people can escape quickly, doors on escape routes should open in the direction of travel where:

· more than 60 people may have to pass through the door

· the door is at, or near to the foot of stairs

· the door serves an area of high fire risk

· the building is used as place of assembly, such as  a conference centre or concert hall.

In cases where it is impracticable for self closing doors to be closed all the time, they may in some circumstances be held open by an automatic door release mechanism arranged to release the door on the :

· failure of the mains power

· activation of the fire alarm

· actuation of a smoke detector installed each side of the door

· application of manual pressure

If a fire certificate has been issued for your premises, advice should be sought from your fire brigade before purchasing and installing this type of equipment.

Alternative forms of escape routes

The following are considered not suitable for the general public but may be suitable for a limited number of trained, fit members of the staff.

· Portable foldaway, vertical throw out ladders

· Window exits

· Wicket doors and fences

· Wall and floor hatches

· Rolling shutters

Escalators may be used as a MOE when they stop automatically when the fire alarm activates.

Items which should not be located on escape routes.

No items which restrict the width or increase the hazard of the area should be allowed on escape routes. Thus corridors, stairways, landings and lobbies should be kept clear of;

· Portable heaters of all types

· Fixed lighting or heating incorporating flames or radiant bars.

· Gas cylinders

· Boilers, unless installed in suitable fire resistant housing

· Cooking appliances, including toasters and microwaves

· Electrical appliances including photocopiers

· Vending and games machines

Signs

In most workplaces of low or normal risk, only those escape routes which are not in common use need be signed by running man, open door and arrow. However, in areas to which the public has access, all escape routes must have signs and they should be displayed unambiguously along the length of the route, so it may be followed without delay.

The Health and Safety (safety signs and symbols) Regulations 1996 states old fire exit signs should be replaced before 24 December 1998, although existing signs complying with BS 5499 will be acceptable to most local authorities. 

Escape lighting XE "lighting" 
In the event of a fire there may be poor visibility or the mains power  supply  might fail. It may therefore be necessary to provide suitable emergency escape lighting so that escape routes may be identified and followed.

Emergency escape lighting should be provided;

· So that fire exit signs are visible

· In corridors without windows or borrowed light (such as street lamps)

· To illuminate changes in level of floor or change of direction

· In unlit areas such as basements

· To ensure that hazardous processes can be shut down safely

· On external escape routes to the final place of safety if necessary

Emergency lights should comply with BS 5266 Emergency lights part 1, Code of practice for the emergency lights of premises other than cinemas and other special places of entertainment.

Not all premises, however, require emergency lights, in small businesses, of low or normal risk a supply of torches may be adequate as long as checked periodically and spare batteries available.

Fire alarm XE "Fire alarm"  and detection system XE "detection system" 
Small businesses, where all staff work in the same area, word of mouth is adequate as means of raising the alarm. In larger premises a rotary gong may be sufficient as long as audible throughout the premises above the day to day background noise. This manual equipment should be located on escape routes and if not readily noticeable then should be provided with a sign.

It is not acceptable for a telephone to be used as means of raising the alarm whatever the size the business.

New electric fire alarms should comply with BS 5839- Fire detection and alarm alarm systems for buildings part 1. , but if your existing alarm system does not comply with the standard it is acceptable as long as it is maintained properly. The break glass fire alarm call points should be located on escape routes. The type of sound is not critical provided that the audibility is adequate and it is distinctive with regard to background noise. Managers of  large buildings and premises to which the public have access, should consider installing a public address system or voice alarm, so that instructions can be given to people leaving the building in an emergency. Research has shown this method is very effective.

Automatic fire detection

In large or complex premises, or those where a fire could break out in an unoccupied area, AFD should be considered. This will allow the alarm to be raised at the earliest opportunity, giving maximum time for people to evacuate or to fight the fire with portable extinguishers. The provision of AFD may reduce the premises from high risk to normal risk.

The provision of AFD is particularly advisable in premises where people sleep. Although two or more interlinked smoke detectors are adequate for small guest houses, these are not appropriate for larger premises. Where an AFD is installed it should be linked to the fire alarm system to form an integral unit.

Firefighting equipment XE "Firefighting equipment" 
It is a requirement of the FP Act 1971, that all factories, office and shops are provided with suitable means for fighting fire. In the case of buildings for which a fire certificate are necessary the items of fire equipment will be stated in the certificate.

Equipment is classified according to the class of fire for which it is effective:

· Class A – Solids (wood, paper, textiles)

· Class B – Liquids (including cooking oil and fats in kitchens)

· Class C – Gases

· Class D – Metals

· Class F  - Fires involving cooking oils and fats

In addition consideration has to be given to electrical equipment.

Portable fire extinguishers XE "fire extinguishers" 
In practice, extinguishers suitable for class A and B are used as class C and D should be left to the fire service.

There four types of extinguishers as follows – 

· Water (red)

· Foam (cream)

· CO2 (black)

· Dry powder (blue)

The introduction of BS EN3 – Portable fire extinguishers, has resulted in all extinguishers being coloured red with a zone up to 5% denoting the media. While it is 

necessary to replace all the extinguishers, they should be phased to ensure that all are the same type.

In general the number of extinguishers are determined by the nature of the risk but as a guide :

· One extinguisher per 200M2
· At least one per floor

· No-one should have to travel more than 30M

They should be located on escape routes, preferably near exits. They should be placed on walls or on stands. The handle should be 1M from the ground.

Firefighting equipment, call points and fire action notices should be grouped at a fire point. Where the layout of the building from floor to floor is the same then they should be located at the same point on each floor. Where not immediately visible they should be indicated by signs.

Where necessary protect from the weather i.e. anti-freeze. Ensure extinguishers have BS kitemark or comply with LPC or BAFE .

Other fire fighting equipment

Hose reels are ideal for warehouses and large storerooms, but there is no legal requirement to have them. They should have signs to show operation and staff trained in their use.

Consideration should be given to placing fire blankets in kitchens as they are suitable for fires involving flammable liquids.

Fixed fire fighting installations

Most common is the sprinkler system. These may have the effect of reducing the category from high to normal risk and should be linked to alarm system. They should be carefully designed to meet the individual needs of the workplace and comply with the appropriate technical standard. They should be installed by a competent company which is approved by the LPC.

SECTION 5

THE FIRE SAFETY RISK ASSESSMENT DOCUMENTATION XE "DOCUMENTATION" 
This section is your actual Fire Safety Risk Assessment. All findings must be recorded and, once complete, will form your company’s Fire Safety Management Plan.

Fire Safety Risk Assessment

	Name of organisation
	

	Address


	

	Postcode
	

	Telephone number
	

	Fax number
	

	Date of assessment
	


	Type of premises
	

	Number of floors
	

	Number of basements
	


	Is a Fire Certificate in force 
	


	Total numbers employed
	

	Number of employees on floors other than ground floor
	


Occupants

Fire safety measures provided

Fire warning systems present

Fire fighting equipment provided

FIRE SAFETY RISK ASSESSMENT XE "FIRE SAFETY RISK ASSESSMENT" 
Address…………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………..

………………………………………………………………………………………..

Occupants

The occupants were identified and their ability to safely evacuate the building was found to be adequate/inadequate. The maximum number of occupants that can safely occupy the premises is …………………….

Smoking

The smoking policy was found to be adequate/inadequate.

Arson

The arson policy was found to be adequate/ inadequate

Work processes

The work processes were considered and any risks to the occupants due to these processes has/ has not been reduced to a minimum.

Fire detection

The fire detection system in the building is adequate/ inadequate.

Equipment

The risk assessment was carried out having due regard for the following;

· Equipment installation

· Exterior ignition sources

· Cooking appliances

· Heating

· Processes undertaken

· Flammable liquids stored or used in premises

· Compressed gases

Construction

The assessment was carried out with due regard of the following;

· Development beyond risk area

· Construction

· Housekeeping

Fire safety systems

The premises were/ were not provided with sufficient of the following;

· Fire warning systems

· Fire detection systems

· Emergency lighting

· Suppression systems

Fire fighting equipment

Fire Fighting equipment of the appropriate type was/ was not provided in sufficient quantities as shown on the plan attached. Records of equipment inspections and tests were/ were not up to date.

Means of Escape

The Means of Escape were/ were not adequate as shown on plan and due regard of the following were considered;

· Travel distances

· Fire resistance protecting Means of Escape

· Linings of partitions, walls and ceilings

Fire notices

Fire notices of the appropriate type and number were /were not found to be adequate. Posters detailing the action to take in the event of a fire, method of calling the Fire Brigade, evacuation procedures and location of assembly points, safe working practices and routine fire precautions were / were not readily available to building occupants and visitors.

Management

The management controls and record keeping were/ were not found to be adequate.

MAINTENANCE OF STANDARDS XE "MAINTENANCE OF STANDARDS" 
The standards of routine fire precautions and working practices must be adequately maintained and if not it may invalidate the entire assessment. This may increase the risk of the premises and impose additional constraints on the use of the premises and the number of permissible occupants until improvements have been made. The following aspects must be continually monitored and maintained.

Fire Safety Systems XE "Fire Safety Systems" 
Fire safety systems such as Fire Warning Systems and Emergency Lighting Systems must be maintained in effective working order and available for use at all times. Tests and maintenance are to be carried out in accordance with manufacturers instructions.

Artificial lighting must remain operative during the whole time it may be required to facilitate escape from the premises and must therefore be maintained in good working order. Where artificial lighting is provided for external stairs and is operated by a switch adjacent to an exit door, it need not be in continuous operation, but must be available for immediate use.

Emergency lighting XE "Emergency lighting" 
Must be maintained in effective order and available for use at all times. Should be checked monthly for condition and tested annually in accordance with appropriate British Standard. Details of checks must be recorded in Fire Safety Plan. Where a maintenance contract is in place, the person responsible for completing the record sheets should obtain the required information from the service engineers.

NOTE; Where the emergency lighting of an external staircase is controlled by means of a switch at the exit point, each switch should be wired to operate all lighting on the escape route simultaneously.

Torches provide must be suitably maintained, with batteries being checked and replaced at least annually.

Means of escape XE "Means of escape" 
· All means of escape on the attached plan(s) must be properly maintained 

· All means of escape are to be available for immediate use at all times building is occupied. Items, which pose a hazard or obstruction, should not be located on Means of Escape.

· Wherever possible, Fire Exit doors must be openable without a key. Where the risks require it, emergency doors must open outwards. Where security is a requirement, only locking devices capable of being over-ridden should be permitted.
· Stairs or steps comprising an element of an escape route, whether internal or external, must have non-slip even surfaces and be kept in good repair. Stair coverings should be checked for trip hazards.
Fire Notices XE "Fire Notices" 
All fire safety notices are to be maintained in good condition and remain unobstructed and clearly visible at all times.

Fire training and drills XE "Fire training and drills" 
All occupants of the premises are to receive instruction and practical training in the action to take in case of fire. Instruction should include:

· Familiarisation with Means of Escape and location of nominated assembly point.

· Verbal instruction on routine fire precautions to be observed to reduce the risk of fire and the fire fighting measures provided.

· The action to take on discovering a fire and when the fire alarm is operating.

· The use of all types of portable extinguishers common to the building and processes concerned.

· Personnel nominated for special duties during evacuation should receive additional training specific to their role.

· Exercise, including an evacuation drill, should be carried out ideally twice every year or at least once. A senior manager should be made responsible for organising staff training and for co-ordinating their actions in the event of fire. Arrangements should be made for a nominated deputy to take these responsibilities during absences.

Written notices on the action to take in event of fire to be made available for all persons visiting the building, including guests or contractors.

Fire Fighting Equipment XE "Fire Fighting Equipment" 
All fire fighting equipment is to be maintained in good working order and available for immediate use at all times. Visual examinations and tests are to be carried periodically and annual inspections are to be carried out by a service engineer.

Fire action plan XE "Fire action plan" 
The person nominated is responsible for compiling and maintaining the Fire Action Plan. The Fire Action Plan should also include the predetermined arrangements for:

· The safe evacuation of personnel to a clearly labelled assembly point located at a safe distance from the building and clear of access roads likely to be used by emergency services.

· Roll call procedures, including the nomination of an incident commander and the provision of information to the Fire Brigade on arrival (e.g. type of fire, persons not accounted for.)

· The First Aid treatment of casualties, co-ordinating the need for ambulances and the attendance of other risk specialists for the provision of advice to the Fire Service.

· The provision of guides to escort emergency services to the scene of the fire.

· The provision of essential information at each designated entry point

1. A location map showing route to building, water supplies flammable or hazardous storage.

2. Contact points for provision of specialist advice

3. A simple plan drawing of the premises,

Contingency planning XE "Contingency planning" 
Where appropriate contingency planning can minimise the consequences of a fire. With careful planning and specific training of selected staff capable of co-ordinating the removal, relocation and protection of property risks the time taken to resume normal operations can be significantly reduced. The person named in the right hand column is responsible for preparing and maintaining the contingency plan. During the formation of the plan, and having due regard for personal safety, consideration should be given to inclusion of the following:

· Those items that can be removed in event of fire and method of removal.

· Those fixed risks that may need protection from the effects of heat, smoke and water damage and the methods of protection

· A list of persons involved and their specific roles in any removal or protection of plant.

· Arrangements for the provision of any manpower and transport requirements inn excess of resources available from within the building concerned.

Arrangements for any safety and/or after care requirement for those items affected by fire.

NOTE – Should any structural modifications or alterations take place, or additional processes be introduced then a further fire risk assessment should be carried out and the records amended accordingly

SECTION 6

MAINTENANCE RECORDS XE "MAINTENANCE RECORDS"  FOR THE FIRE SAFETY RISK ASSESSMENT

FIRE ALARM SYSTEM – RECORD OF TESTS B.S.5839 Part 1

FIRE ALARM XE "FIRE ALARM" 
It is important that the operations of testing fire alarms do not result in false alarms.

Daily inspect the fire alarm panel for normal operation of the system. Where provided, check that the connection to the remote manned centre is functioning correctly.

Weekly test and examine to ensure that the system is capable of operating under alarm conditions, namely;

1. Operate trigger device (manual call point or detector) or end of line switch on a zone circuit. Zones should be tested in strict rotation, each zone being tested at least quarterly for a monitored system and weekly for an unmonitored system.  Each time a zone is tested a different trigger device should be used.

2. Examine batteries and connections (including electrolyte level)

Quarterly and Annual inspection to be carried out by the installer, or by an employee who has received special training from the installer.

FIRE DETECTORS XE "FIRE DETECTORS" 
Regular visual inspection of detectors for damage, unusual accumulations of dirt, heavy coats of paint or other conditions likely to interfere with the correct operation of the detector.

All detectors should be checked for correct operation and sensitivity in accordance with manufacturers instructions.

AUTOMATIC DOOR RELEASES CONNECTED TO FIRE ALARM SYSTEM.

Weekly in conjunction with the fire alarm tests, check that all doors are being released and closing fully onto the door rebates.

FIRE ALARM SYSTEM – RECORD OF TESTS B.S. 5839 Part  1

	Date
	Fire alarm

(Call point detector location or number)
	Automatic door releases

(Satisfactory yes/no)
	Fault

(Specify)
	Remedial

Action

taken
	Fault  cleared
	Signature

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


FIRE FIGHTING EQUIPMENT

HOSE REELS XE "HOSE REELS" 
HOSE REELS – Should be regularly inspected for leaks and correct operation.

TEST  - Once a year the hose should be completely run out and subjected to water pressure  to ensure the hose and couplings are in good condition and free from leaks. A flow test should be carried out to ensure the discharge is a minimum of 30 litre/minute.

	Date
	Hose Reel Location
	Inspection

Or  test
	Result
	Remedial action

taken
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FIRE EXTINGUISHERS

MONTHLY – Check to ensure they are in position, not discharged, damaged, or lost pressure (if fitted with a pressure indicator)

ANNUAL – Inspection by BAFE (British Approvals for Fire Equipment) qualified person in accordance with manufacturers instruction. Extinguishers should be tested by discharge as follows;

2 Years
Water stored pressure

4 Years
Mechanical foam (gas cartridge and stored pressure)

5 Yearly
Water (gas cartridge)



Powder (gas cartridge and stored pressure)

20 Years
Carbon Dioxide and then after a further 10 and thereafter 5 yearly

	Date
	Extinguisher

Location
	Inspection

or test
	Result
	Remedial action

taken
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


EMERGENCY LIGHTING SYSTEM XE "EMERGENCY LIGHTING SYSTEM" 
Because of possible failure, all tests should be carried out at times of least risk.

During the test, luminaries should be inspected for cleanliness and brightness. Any luminaries found to be dirty or dull should be cleaned and repaired.

WEEKLY

(Places of entertainment only) as per monthly.

MONTHLY

Simulation of the failure of normal lighting supply, for sufficient time to allow all luminaries to be checked for proper function.

SIX MONTHLY

Simulate the failure of the normal lighting  for a continuos period of one hour. Check all luminaries for proper function.

THREE YEARLY

Test for full duration of systems which have a specified duration of more than one hour Check all luminaries for proper function.

	Date
	Satisfactory

Yes/No
	Remedial action
	Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


STAFF TRAINING XE "STAFF TRAINING" 
FIRE DRILLS XE "FIRE DRILLS" 
Should be carried out at the interval shown below and conducted to simulate fire conditions ; i.e. one escape route obstructed. No advance warning should be given, other than to specified staff for purposes of safety and the avoidance of a false call being given to the Fire Brigade.

SIX MONTHLY

Residential premises, places of entertainment, large shops and department stores.

YEARLY

For industrial and commercial premises.

	Date
	Nature of

drill
	Person/ section

Taking part
	Evacuation time
	Person in charge
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FIRE INSTRUCTION

Instruction should be given to staff in respect of the action and purpose of the following;

Discovering a fire, hearing the fire alarms, assembly point, calling the fire brigade, use of fire extinguishers and making safe of power supplies etc.

Instruction should be given 

· As soon as possible at the commencement of employment with two periods of instruction in the First month.

· 3 Monthly for staff with night duties.

· 6 Monthly for staff with day duties.

	Date
	Instruction

duration
	Person receiving

Instruction
	Nature of

instruction
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FIRE WARDEN XE "FIRE WARDEN"  MONTHLY REPORT

	Location:

	Name:

	Date

	Fire Signs

	Escape Routes:

	Fire Doors

	Fire Fighting Equipment:

	Housekeeping

	Smoking

	Comments



	Action Taken



	Fire Safety Managers Remarks




FIRE WARDEN URGENT REPORT XE "FIRE WARDEN URGENT REPORT" 
	Location

	Name:

	Date:

	Nature of Report



	Action Taken



	Fire Safety Managers Remarks




FIRE INSTRUCTION XE "FIRE INSTRUCTION" 
Instruction should be given to staff in respect of the action and purpose of the following;

Discovering a fire, hearing the fire alarms, assembly point, calling the fire brigade, use of fire extinguishers and making safe of power supplies etc.

Instruction should be given 

· As soon as possible at the commencement of employment with two periods of instruction in the First month.

· 3 Monthly for staff with night duties.

· 6 Monthly for staff with day duties.

	Date
	Instruction

duration
	Person receiving

Instruction
	Nature of

instruction
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


British Standards XE "British Standards" 
BS476: Fire tests on building materials and structures
BS 5266: Emergency Lighting
BS 5306 Fire-extinguishing installations and equipment on premises

BS 5423; Portable fire extinguishers

BS 5446 Components of automatic fire alarm systems for residential premises

BS 5588; 1997 Fire precautions in the design, construction and use of buildings.

BS 5655 ; Lifts and service lifts

BS 5725 ; Emergency exit devices

BS 5810 ; Code of practice for access for the disabled to buildings
BS 5839 ; Fire detection and alarm systems for buildings
BS 5908; Code of practice for fire precautions in the chemical and allied industries

BS 7671 ; Requirements for electrical installation; IEE Wiring Regulations
BS 7863 ; Recommendations for colour coding to indicate the extinguishing media contained in portable fire extinguishers

BS EN 3 ; Portable fire extinguishers

BS EN 2 ; Classification of fires
British standard for Development 240; Fire safety engineering in buildings

COMPANY NAME


Sheet No

Fire Risk Assessment Record Sheet

Location:
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