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	DATE OF RISK ASSESSMENT:                   
DATE/S OF REVISIONS:                              
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INSTRUCTIONS FOR COMPLETION: 
· Either, the Manager or the designated health and safety person in the workplace should complete this assessment. 

· The Manager should be aware of the contents and is responsible for ensuring necessary actions are taken. 

· The Manager should sign the document, and ensure it is reviewed yearly and whenever there are any changes in the workplace. 

· The document should be retained on site, and be available for inspection by officers of the Fire Service or KMC Health and Safety. 

· It can be completed in sections but ideally should be done as a whole. 

· The document appears to be lengthy this is primarily due to the amount of guidance provided. 

Help and advice: 
· Help and advice is always available; please contact Fire Safety – KMC Building Control – 860 1564 in the first instance. 

· The following list gives details of other relevant contacts: 

· Neil Fearns – KMC Building Control – 860 1562 ) ____ Technical advice e.g. fire doors, structural issues 

· Dave Riley – KMC Building Control – 860 1559 ) 

· KMC Fire safety Dept – 860 1561 ) advice re: extinguishers and alarm systems 
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	Question
	
	Guidance
	Action required to comply

	1
	OTHER USERS OF THE PREMISES 
	
	
	

	
	a) Do other employers/ organisations or persons use the premises? 

e.g. 

Catering 

Cleaning 

Voluntary Groups

i.e. persons other than employees.

List details here:

____________________
CO-OPERATION AND COMMUNICATION ALL PARTIES IS A NECESSITY
	Y
	This Fire Risk Assessment must take into account employees and all other people who may be on the premises and be affected by a fire in the workplace. 
Where other employers use the premises they can either. 

a) Complete a full fire risk assessment on behalf of their employees/ clients 

Or: 

b) Agree to follow the Workplace Fire Risk Assessment and Evacuation Plan. 
If they complete their own assessment then a copy of this needs to be kept alongside the Workplace Fire Risk Assessment. 

If they agree to follow the Workplace Fire Risk Assessment and Evacuation Plan, then this agreement should be documented and retained with the Workplace Fire Risk Assessment on site. 

Where evacuation procedures differ then the details should be recorded and again retained alongside the Workplace Fire Risk Assessment. 

For large buildings of multiple occupancy of different agencies there is a legal duty for relevant managers to co-operate with each other – in respect of fire procedures. More details are provided in Appendix 1.

	________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________



	
	Question
	
	Guidance
	Action required to comply

	2
	NUMBERS OF 

EMPLOYEES 
	
	
	

	
	a)  Number of staff

     =  18   

         + 6 young people 
	
	Include – employees and other persons who will normally be on the premises eg cleaners, regular visitors etc.
	

	
	(b) Number of Visitors 

    =  5 approximately
	
	Include large gatherings e.g. conferences, exhibitions, concerts etc.
	

	
	( c) Number of people   with a disability

   =   

eg

Mobility

Hearing

Visual impairment

Learning difficulties

Or anything that would make an individual more vulnerable in the event of fire

List details here: 


	
	The ‘Emergency Plan’ should include detailed provision for any disabled people likely to be on the premises.  The procedures should be develop in consultation with the people concerned and may involve producing a personal evacuation plan specific to that individual.  
Consideration should be given to: 
· Ability to escape from the building 
· Ability to see signs and instruction 
· 􀂉Level of assistance required, from whom and how? 
· Ability to hear the fire alarms 
· Training and information required 
· Use of mechanical aids i.e. evacu chairs 
· Levels of supervision 
· Lifting and handling implications
· Location of safe havens/ refuges, refer to Appendix 2 for additional information regarding the fire service building evacuation for disabled persons.   
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Question
	
	Guidance
	Action required to comply

	3
	DOCUMENTATION 

	
	Does the workplace have and use the following documentation? 
	

	
	a)  Fire Log Book 

     
	Y
	Each section in this book must be kept up to date, and all guidance provided in it followed. Where signatures are required they must be complete. For multi occupancy buildings – responsibilities should be agreed and the fire log book located where it can be easily retrieved for inspection.
	All staff to take part in fire test and evacuation drills 

	
	(b) Written evacuation

procedure 
	Y
	The plan needs to ensure that foreseeable scenarios and the actions to take have been addressed. Refer to Appendix 1 for more guidance about the contents of an evacuation plan
	Evacuation procedures displayed in the Unit.  
New admissions shown evacuation route and all take part in evacuation drill carried out twice per year.  



	
	( c) Other fire safety reports e.g. Building control, fire Authority 
	Y
	Where available these reports should be read in conjunction with this assessment. They should form part of a ‘Fire File’ retained on site. Actions recommended in these reports should be implemented
	All relevant information kept in Fire Safety Log Book and Information Manual


	
	Question
	
	Guidance
	Action Required to comply



	4
	SIGNIFICANT FIRE
HAZARDS


	
	Are any of the following, significant fire hazards present in the workplace? 
	

	4A
	SOURCES OF IGNITION
	
	
	

	
	1) HOT PROCESSES
	
	
	

	
	Burning


	Y
	· Where hot processes are carried out there should be: 
· A suitable risk assessment of these activities in place 
· A suitable means for fighting a fire nearby: 
· fire extinguishers, fire blankets etc. 
· A suitable method of fire detection: Automatic fire detection [AFD] 
· Appropriate routine maintenance of equipment 
· Safe storage of combustible/ flammable materials well segregated from these processes. 
· Good standards of housekeeping in work area 
· Well-trained personnel in control of activities 
· Fire safety training for key personnel e.g. when and how to use fire fighting equipment 
· Appropriate levels of supervision, instruction, training for participants 
· Flash back arrestors fitted to oxy acetylene equipment 
· Gas and electric cut offs visible and readily available 
· Suitable clothing worn by employees and others 
· Good security of rooms when not in use 
Boiler rooms should not be used as storage areas; they should be kept clear at all times:  suitable AFD should be prided (seek advice from Building control)

AFD: Automatic Fire Detection 
	‘Hot Works’ permit available in back of Fire Safety Log Manual 

	
	Welding


	Y
	
	

	
	Grinding


	Y
	
	

	
	Flame Cutting


	Y
	
	

	
	Soldering


	Y
	
	

	
	Firing / kiln


	Y
	
	

	
	Cooking / Oven


	Y
	
	

	
	Open gas flame

(Bunsen burners, gas cookers, fires, etc


	Y
	
	

	
	Boiler


	Y
	
	

	
	Question
	
	Guidance
	Action required to comply

	4a
	2    SMOKING
	
	
	

	
	Is smoking permitted in the workplace? 
	N
	Is there any evidence of clandestine smoking? 
Is the KMC smoking policy followed?

Are visitors adequately refrained from smoking i.e. no smoking signs – enforcement? Reception areas could be vulnerable
	‘No Smoking’ signs to be placed in entrance to building.

	
	If Yes is it confined to designated areas?
	Y/N
	Smoke room: Furniture in smoke rooms should be suitably fire retardant and comply with the Furniture and Furnishings (Fire Safety) Regulations 1988. If this cannot be verified it should be removed to an area of low risk and disposed of as soon as reasonably practicable. A fire extinguisher should be provided nearby, suitable ashtrays should be used and a safe end

of day disposal procedure should be in place.

	

	4a 
	3) PORTABLE HEATERS 
	
	
	

	
	Electric 
	Y
	If it is necessary to use these types of heaters, heaters that are used must be in a good state of repair, checked for safety before use and located on a stable surface. They must not be located on corridors, escape routes or near to any combustibles (including curtains).
	

	
	Gas


	Y
	
	

	
	Other


	Y
	
	


	
	Question
	
	Guidance
	Action required to comply

	4a
	4)  ELECTRICITY
	
	
	

	
	(1) Portable electri9cal appliances 
	
	Portable electrical appliances should be included on an accurate inventory and be subject to regular testing. All faults should be reported and there should be a system in place to ensure faulty equipment is removed from circulation. Staff should not be allowed to bring their own equipment into work. Lessee’s portable appliances must also be tested. 
Photocopiers: should not be located on escape routes or corridors and ideally be situated in a room with detection. 
Multi socket adaptors: Should not be used as they can become overloaded 
Extension reels: Staff must be informed of the need to fully unwind them before use(they could overheat)

Computer Rooms:  Should be sufficiently ventilated without having to leave doors open 
	

	
	Fan(s)
	Y/N
	
	

	
	Coffee Maker(s)
	Y/N 
	
	

	
	Kettle(s)
	Y/N
	
	

	
	Photocopier(s)
	Y/N
	
	

	
	Table Lamp(s)
	Y/N
	
	

	
	Fax Machine(s)
	Y/N
	
	

	
	Radio(s)
	Y/N
	
	

	
	Television(s)
	Y/N
	
	

	
	Extension(s)
	Y/N
	
	

	
	Computer(s)
	Y/N
	
	

	4a
	(II) Fixed Installation
	
	The electrical installation should be subject to a 5 yearly inspection, the results of which should be documented and retained.  All faults should be rectified with haste. 
	

	
	Faulty / Damaged wiring?
	Y/N
	Check for:

· Signs of scorching and burning on cables

· Fuses tripping out regularly

· Suitable protection to mains supply cabling    


	

	
	Faulty / Damaged equipment?
	Y/N
	Check that:
· Hard-wiring equipment eg woodworking machinery and 

         Electrical cookers show no signs of burning / scorching 
	   

	
	Faulty / Damaged fittings?
	Y/N
	Check for:
· Faulty or damaged wall sockets, light sockets, switches  

            etc
	

	
	Electrical switch rooms and fuse / distribution boards 
	Y/N
	Check that:
· These areas are not used as store rooms

· Access is restricted and rooms kept locked

· Suitable detection and adequate fire stopping is provided

         (seek advise from Building control)
	


	
	Question
	
	Guidance
	Action required to comply

	B
	(iii) Portable Lighting
	
	
	

	
	Wandering / fly leads used 
	Y/N
	· Stage lighting and Christmas lights are included in the portable electrical appliances inventory and tested yearly for electrical safety. 
· Great care is taken to ensure lights do not come into contact with combustibles. 

· Fire retardant Christmas trees and decorations are used.

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	(IV) Fixed Lighting
	
	
	

	
	Lamps/Light bulbs/tubes
	Y/N
	Check that combustibles are not stored close to light fittings.

Storerooms are potentially a higher risk, as a fire could start undetected.  


	


	
	Question
	
	Guidance
	Action required to comply

	B
	COMBUSTIBLE MATERIALS 
	
	
	

	
	1) Storage
	
	
	

	
	Note the following points in relation to storage
	Y/N
	Housekeeping: Good standards of housekeeping should be observed in all areas particularly where large amounts of combustible materials are stored. It is recommended that cupboards/ drawers be used to store papers etc. 
Escape routes/corridors: Must not be used as storage locations. 
Stairwells: should not be used as open storage areas. Under stair storerooms should be of 30 minutes fire resisting construction and kept locked (Seek advice from Building Control) 
Waste bins: should not be located in stairwells, consideration should be given to their construction e.g. metal with lids. 
Rubbish removal: end of day procedures should minimize the amount of rubbish on the premises especially overnight. 
Skips: should be stored at a safe distance from the buildings. Recommended distance for a large skip is 10 metres. 
Wheeled bins: must be secured to an anchorage point to prevent them being pushed against a building with the risk of being set alight 
Store rooms: must be kept secure and some form of detection may be desirable 
Plant rooms: i.e. .boiler rooms/ electrical switch rooms etc must not be used for storage purposes
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Question
	
	Guidance
	Action required to comply

	
	2) ITEMS ON DISPLAY
	
	
	

	
	The following points should be taken into account in relation to displays and note boards on corridors / escape routes 
	
	· There should be no displays on stairways or escape routes particularly if there is only one escape route. 
· If this is unavoidable, then the displays should be minimal and of a fire resistant nature (either treated with fire retardant spray or behind Perspex) 
· Advice about fire retardant sprays can be obtained from theatrical suppliers
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	3) FURNITURE & FURNISHINGS 
	
	
	

	
	Note the following points in relation to all furniture and furnishings (include curtains upholstery etc)

 
	
	· There should be minimal amounts on corridors and    circulation areas; ideally there should be none. 
· There should be an accurately maintained inventory of all such items. 
· Curtains and stage drapes should be labelled at purchase or treated chemically afterwards for fire retardancy. 
· Upholstered furniture should comply with the Furniture and Furnishings (Fire Safety) Regulations 1988. If existing furniture cannot be verified as such then it should be moved 
· to a low risk area and disposed of as soon as reasonably       

· practicable.
· Any seating where the internal foam is visible should be removed to a place of safety and repaired or destroyed.

	


	
	Question
	
	Guidance
	Action required to comply

	4c
	FLAMMABLE

LIQUID/AEROSOLS
	
	
	

	
	Are the storage arrangements adequate?
	Y/N
	Consider where these items are kept or stored, quantities used and who uses them. e.g. maintenance staff and personnel. 
Quantities stored should be minimal. They should be stored in suitably secure fire resistant storerooms or metal cabinets.

They must be kept well away from any sources of ignition 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4d
	FLAMMABLE GASES 
	
	
	

	
	1) PIPED GASES 
	Y/N
	Check that: 
· All gas appliances are serviced annually Documentary evidence should be retained on site. 
· Check that isolation points are labelled clearly visible and easily accessible to enable supply to be quickly 

	

	
	
	
	
	  

	
	
	
	
	

	
	
	
	
	

	
	2) GAS CYLINDERS 
	Y/N
	Consider where kept or stored, quantities, who uses, e.g. operators, maintenance personnel, cleaning staff. Suitable secure storage should be provided; spare cylinders must not be kept in ordinary storerooms. The best place for them is out of doors in a caged secure area.
	  

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	Question
	
	Guidance
	Action required to comply

	4e
	PEOPLE
	
	
	

	
	1) Employees, Visitors Contractors, members of the public
	
	
	

	
	Is there a system to register and control all persons who enter the workplace?

Are there measures in place to ensure they are alerted to the general dangers of fire and any areas of special risk and procedures in place? 
	Y/N

Y/N
	Signing in procedures should ensure that: 
a) All persons can be accounted for, including staff 
b) Someone is responsible for managing the system and will ensure that registers are available at roll call 
c) Relevant health and safety information is brought to the attention of all persons  e.g. Assembly point, routes of escape and sound of alarms etc. 
d) These arrangements should be documented in the written evacuation plan

e) For shared or multi occupancy premises, managers may need to co-operate with each other to ensure these obligations are met


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	2) LARGE GATHERINGS
	
	
	

	
	Such as conferences, exhibitions, concerts, meetings
Consider total numbers present:

Are the means of escape adequate for the numbers involved? 


	Y/N
	To help determine if the number of exits is sufficient carry out an evacuation drill during a large gathering and block off the largest exit. Record the number of persons present and the time taken to evacuate in the 5 yearly log book. 
Another calculation that can be used is based on 40 people per minute being able to get through a single leaf exit door. Escape times should be no more than 2.5 minutes from normal areas and 1 minute from high risk areas. Refer to Appendix 1 for an explanation of fire risk categories.

The use of workplaces for forms of public entertainment is subject to licensing control.  Public entertainment licenses can impose additional fire safety requirements which may go beyond the minimum levels needed by the Fire Regulation (See advice from Building Control)      
	

	
	
	
	
	  

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Question
	
	Guidance
	Action required to comply

	4e
	3) ROOMS WITHIN ROOMS
	
	
	

	
	Are vision panels fitted to doors?
	Y/N
	Vision panels should be provided to enable persons to see smoke/fire
	

	
	Is there more than one route of escape?
	Y/N
	Smoke detection should be provided in the outer room to ensure occupants are given early warning in case of fire
	

	
	Are smoke detectors fitted in the outer room 
	Y/N
	Detection should be integral to the alarm system, but a temporary measure may be to install domestic detectors 
	

	
	4) EXITS / EXIT ROUTES
	
	
	

	
	Are the numbers sufficient for the number of people required to evacuate from that area at any given time 
	Y/N
	Consider the following:

Use the calculation detailed in ‘Large Gatherings’ as a rough guide. If in doubt seek advice from Building Control.

Also consider corridor widths and complex escape routes ensuring routes are kept clear at all times.
	

	4f
	FIRE DOORS/EXITS INTERNAL AND EXTERNAL
	
	
	

	
	Do self-closers operate correctly?
	Y/N
	Self-Closers and Selectors: Should be fully operational and fitted to relevant doors. A suitable maintenance routine should be in place to ensure that any defects are reported and repaired promptly. 
Propping doors open or locking shut: 
Internal fire doors should not be bolted shut or wedged in the open position i.e. using barrel bolts, floor catches cabin hooks etc. The only devices that can be used are those that are approved and comply with a standard acceptable to the Fire Authorities e.g. magnetic devices. 
Where bolts etc. have been fitted and there is no suitable alternative then an effective system should be in place to ensure they are removed whenever the building is occupied. 
Final exits: Should be ideally fitted with single action mechanism  i.e. effective push bars and open in the direction of travel  
	

	
	Do selectors operate correctly
	Y/N
	
	

	
	Are fire doors propped open or locked shut?
	Y/N
	
	

	
	Are final exits fitted with bolts or locks?
	Y/N
	
	

	
	Are they sticking or defective
	Y/N
	
	

	
	Are smoke seals fitted and effective, snug fit to frame 
	Y/N
	
	


	
	Question
	
	Guidance
	Action required to comply

	4g
	GLAZING
	
	
	

	
	Is glazing on escape routes adequate?
	Y/N
	Is it fire resistant glass ie Georgian wired?

Its integrity should not be compromised by attaching pieces of paper and card etc. 
	

	5
	ARSON
	
	
	

	
	Deliberately started fires pose very significant risks to all types of workplace 
	
	The Arson Prevention Bureau can provide guidance on arson prevention measures for a range of building types. 
Arson Prevention Bureau 
51 Gresham Street 
London 
EC2V 7HQ
Tel: 0207 216 7474
	

	
	Have any incidents of arson taken place?
	Y/N
	Consider previous occurrences.

Is there a suitable level of supervision?

What are the general standards of security
	

	
	Identify vulnerable areas and outline measures that need to be taken to reduce the risks?
	
	Consider

· Rubbish storage locations

· Unlocked workshops, storerooms

· Provision of suitable detection in vulnerable areas

· Proving non flammable waste bins 
	


	
	Question
	
	Guidance
	

	6
	MEANS AVAILABLE TO WARN OF FIRE 
	
	Which of the following systems are in place?
	

	
	Automatic Fire alarm (linked to fire Station)
	Y/N
	Fire alarm call points should be located adjacent to final exit doors where possible.
	

	
	Stand alone system (Break glass etc)
	Y/N
	In the case of the older 240 volt systems there should be a contingency plan in place for raising the alarm in case of a power failure e.g use of a hand bell.
Call points should be unobstructed and identified 
	

	
	Hand Bell
	Y/N
	A hand bell can be used as a contingency as detailed above.
They can also be used as the only means of raising the alarm in very small buildings (based on risk)
	

	
	Smoke/heat detection
	Y/N
	Should be installed in high risk areas (kitchens, boiler rooms, switch rooms, corridors, and close to toilets) and be integral to the alarm system. In the short term domestic type detectors can be installed, but it is important that they are tested regularly and batteries changed. Contact Building Control for advice in relation to suitable locations and type of det4ectors required 
	

	
	Is the system considered to be adequate?
	Y/N
	If in any doubt whatsoever contact Building Control 860 1564
	

	
	Is the sound of the alarm easily heard throughout and recognised by all persons in the workplace
	Y/N
	All areas should be checked to ensure that occupants can hear the alarm and are familiar with the sound.  This includes non employees who regularly use the premises e.g. cleaners 
	

	
	Is the alarm tested weekly and details recorded 
	Y/N
	The alarm should be tested and recorded weekly as per the instructions in the 5 yearly logbook. Other elements of the system should also be tested as per the instructions in this book i.e. emergency lighting etc. 
	


	
	Question
	
	Guidance
	Action required to comply

	7
	MEANS OF ESCAPE
	
	
	

	
	Are the means of escape known to all employees?
	Y/N
	Alternative escape routes from all areas?

Complex routes long travel distances?

Staff training? 
	

	
	Clearly marked and visible?
	Y/N
	Fire Safety signs and notices – should comply with the requirements of the Health and Safety (Safety signs and Signals) Regulations 1996. Contact KMC Fire Safety Department for assistance (860 1561). 
a) A Fire exit sign should be displayed above each final exit door or where it can easily be seen 
b) Fire exit directional signs should be placed at each change of direction or where route is not obvious. 
c) Doors fitted with push bars should be fitted with ‘push bar to open’ signs 

d) In certain cases, exit signs should be illuminated 


	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Unobstructed and readily available?
	Y/N
	All routes should be kept clear at all times, ensure there is a reliable system in place to remove locks/bolts for all doors.
	

	
	Adequately lit?
	Y/N
	Lighting – where the workplace is used during the hours of darkness it should be ensured that people could safely find their way out of the building in the event of power failure. Dependent on circumstances the remedy may be as simple as providing torches
	

	
	
	
	
	

	
	
	
	
	

	
	Direct to a place of safety?
	Y/N
	Fire escape routes should be checked to ensure they lead to a place of safety. 
	

	
	Identified on plans?
	Y/N
	A plan should be developed showing the emergency evacuation routes from the building.  The complexity of the plan will depend on the size of the workplace. 

	

	
	Question
	
	Guidance
	Action required to comply

	
	Is the evacuation procedure known to all employees and other regular users eg cleaners 


	Y/N
	Refer to Appendix 1 for guidance on training.

Refer to Section 4c ‘employees visitors members of the public’.
	

	                              7       Continued 
	Identified in writing?
	Y/N
	 Refer to Appendix 1 for recommended contents of an evacuation plan.
	

	
	Rehearsed periodically state how often 
	Y/N
	Evacuation should take place at least twice a year and should be documented in the 5 yearly logbook 
	

	
	Are there designated employees or ‘Fire Marshal’s’ to take care of evacuation?
	Y/N
	There should be someone nominated to be in overall charge of the evacuation process.  There should also be someone familiar with the building to allow them to convey relevant information to the emergency services.  The written procedures should also include this information   
	

	
	
	
	
	

	
	
	
	
	

	
	Is there a system to ensure all occupants are safely accounted for?
	Y/N
	Refer to section ‘Contractors, visitors and members of the public’
	

	
	Can the following escape times to a safe area be achieved?

High risk areas – 1 minute

Normal risk areas – 2.5 minutes 
	Y/N
	· High risk areas – residential premises, premises where treatment or care is provided such as Social Services establishments, workshops in which highly flammable materials are used, large kitchens, boiler rooms. 
· Normal risk – other general areas of the workplace. 
Refer to Appendix 1 for more guidance about fire risk categories for assessing the means of escape. 

Times should be monitored and recorded in the log book. 
Consider escape route ravel distances and numbers using ..
	

	
	
	
	
	

	
	
	
	
	


	
	Question
	
	Guidance
	

	8
	FIRE FIGHTING EQUIPMENT

Hoses / Extinguishers /

Blankets etc 
	
	List this equipment and its location in the 5 yearly logbook 
	

	
	Is the equipment regularly maintained?
	Y/N
	Probable fire fighting equipment should be services annually
	

	
	Is it marked with date of service?
	Y/N
	The date of the last service should be indicated on the extinguisher
	

	
	Is the equipment the right type for the location?
	Y/N
	Seek advice from Building Control if unsure
	

	
	Is it in good condition and easily available?
	Y/N
	Does the workplace have a system to ensure portable fire fighting equipment remains in good condition?  Graphic signs should indicate locations of fire fighting equipment 
	

	
	Have employees been tra8ined when and how to use fire-fighting equipment?
	Y/N
	Relevant staff should be identified as per the evacuation plan to ensure that they receive appropriate training.  It should be remembered that the first priority is to get all persons out of the premises rather than fire fighting. 
	

	9
	TRAINING

	
	
	

	
	Have employees been instructed what to do in the event of a fire?
	Y/N
	The written emergency plan should form the basis for training of employees in what to do in case of fare.  Refer to Appendix 1 training for employees.  
	

	
	Are records maintained?
	Y/N
	A record should be kept on the training that has been given and to whom 
	

	
	Do procedures exist to acquaint new employees of fire safety procedures?
	Y/N
	Induction training must include fire Safety issues.
	

	
	Will this risk assessment be communicated to your staff and others?
	Y/N
	Arrange a suitable method of communicating the contents of this risk assessment to all relevant parties i.e. employees and other users of the premises e.g. cleaners . etc.  
	


Appendix 1 - FIRE RISK ASSESSMENT 
Contents: 
1) Evacuation Plan – suggested contents of an evacuation plan 

2) Training for employees – recommended training for all employees 

3) Fire risk categories for assessing the means of escape – guidance 

4) Evacuation drill – recommended information to be recorded 

5) Fire File – suggested contents 

6) Co-operation and co-ordination – arrangements for shared and multi occupancy buildings 

1) EVACUATION PLAN 
The emergency plan should be kept in the workplace, be available to your employees and the employee’s representatives (where appointed) and form the basis of the training and instruction you provide. Any written plan should be available for inspection by the fire authority. 

The purpose of an emergency plan is: 

· To ensure that people in your workplace know what to do if there is a fire; and 
· To ensure that the workplace can be safely evacuated. 
In drawing up the emergency plan you need to take the results of your risk assessment into account. The emergency plan should take into account other employers or persons using the workplace e.g. Catering and Cleaning DSO, Voluntary groups etc. It should be drawn up in consultation with these parties. 

Your plan should provide clear instructions on: 
· Actions to take if a fire is discovered 
· How people will be warned i.e. the sound of the alarm 
· How the evacuation will take place 
· The procedures for checking that all occupants are safely out 
· Where the assembly point is 
· Identification of key routes and how to escape to a place of safety 
· Fire fighting equipment provided 
· Duties and identities of persons with specific responsibilities in the event of a fire 
· Specific arrangements for persons at risk i.e. contractors, those with disabilities, very young children, visitors and members of the public 
· Specific arrangements for large gatherings e.g. conferences, exhibitions, meetings etc 
· Specific arrangement for evacuation from high risk areas 









1
· Any arrangements for stopping machinery or isolating power supplies 
· How will the fire brigade be called and who will call them 
· Procedures for liaising with the fire brigade on arrival and notifying them of any special risks, e.g. the location of flammables, asbestos, chemicals, and mains supply cut off points. 
In larger workplaces it may help to produce a simple line drawing to show the following: 

In some cases Building Control will complete these plans when they carry out their structural fire risk survey. 

· Structural features of the workplace (escape routes, doors, walls etc). 
· Means for fighting fire (details of equipment on site). 
· Locations of manual call points and fire alarm control equipment. 
· Location of emergency lighting, exit route signage. 
· Location of detection systems, sprinkler controls 
· Location of main electrical supply, gas, water, oil cut off points. 
2) TRAINING FOR EMPLOYEES 
The training provided should be based on the particular features of your workplace and: 

· Should explain your emergency procedures; 
· Take account the work activity, the duties and responsibilities of employees; 
· Take account of the contents of the fire risk assessment; and 
· Be easily understandable by your employees 
You should ensure that employees, contractors and all other persons are told about the evacuation arrangements and are shown the means of escape as soon as possible after attending the premises. 
Training should be updated regularly; this can include practical exercises such as fire drills and checking understanding of the emergency plan. 

The training provided should include the preceding paragraphs entitled ‘Evacuation Plan’ and the following if appropriate. 

· The importance of good housekeeping and general fire safety 
· Safe handling procedures for handling flammable materials 
· Reporting of faults and incidents 
· How to evacuate disabled occupants 
All training provided should be documented and be included on individual personal/ training files.
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3) FIRE RISK CATEGORIES FOR ASSESSING THE MEANS OF ESCAPE 
In general, most workplaces can be categorised as high, normal or low risk. Examples of the type of workplace or areas within workplaces likely to fall within these categories are: 

High Risk: 
Where highly flammable or explosive materials are stored or used (other than in small quantities). 
Where unsatisfactory structural features are present such as: 
· Lack of fire-resisting separation. 
· Long complex escape routes created by extensive subdivision. 
                                Where permanent or temporary work activities are carried out which have the potential for fires to start and spread such as: 
· Workshops in which highly flammable materials are used. 
· Large kitchens in works canteens and restaurants. 
     Where there is a significant risk to life in case of fire, such as where: 
· Sleeping accommodation is provided for staff, the public or other visitors in significant numbers. 
· There is a high proportion of elderly or infirm people, or people with temporary or permanent physical or mental disabilities, who need assistance to escape. 
Normal Risk: 
· Where any outbreak of fire is likely to remain confined or only spread slowly, allowing people to escape to a place of safety. 
· Where the number of people present is small and the layout of the workplace means they are likely to be able to escape to a place of safety without assistance. 
· Where the workplace has an effective automatic warning system, or an effective automatic fire-extinguishing, -suppression or containment system, which may reduce the risk classification from high risk. 
Low Risk: 
· Where there is minimal risk to people’s lives and where the risk of fire occurring is low, or the potential for fire, heat and smoke spreading is negligible. 
The work you have done on assessing the risks and reducing the risk of fire occurring, together with the knowledge you have gained about the location of people at risk, should generally provide you with the information you need to establish the risk category or categories of your workplace. 
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4) EVACUATION DRILLS 
The following minimum information should be collated at the time of each fire drill and documented in the 5 yearly Fire Log Book. 

· Date of drill 
· Time evacuation commenced 
· Time taken to evacuate the workplace 
· Number of persons present 
· Any problems or issues e.g. inability to hear alarm 
· Remedial actions required 
Consider blocking off certain exits during drills to encourage persons to find alternative routes. 

5) CONTENT OF A FIRE FILE 
It is recommended that the following information be kept together in a ‘Fire File’: 

· This Fire Risk Assessment once completed 
· Fire Risk Survey completed by KMC Building Control 
· Copy of the Fire Evacuation Plan 
· Copies of Fire Risk assessments completed by other users of the premises, or a statement on behalf of those employers agreeing to follow the workplace assessment and evacuation plan. (See below). 
· Any other correspondence in relation to fire safety 
6) CO-OPERATION AND CO-ORDINATION 
Relevant employers have obligations under the Management of Health and Safety at Work Regulations 1999 towards all employees who may be put at risk by their workplace activities. Where the activities of different employers interact, for example where they share premises or workplaces, they may need to co-operate with each other to ensure that their respective obligations are met. 
The Regulations makes specific the duty to co-operate and co-ordinate where employers share a workplace, i.e. where they have a physical presence on the same worksite. 
Where a particular employer (e.g. the main employer) controls the worksite, other employers sharing the site should assist the controlling employer in assessing the shared risks and co-ordinating any necessary measures, primarily by providing information. A controlling employer who has established site-wide arrangements will have to inform new minor employers so that they can integrate themselves into the arrangements.
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Where there is no controlling employer, it is recommended that the employers present should agree joint arrangements, such as appointing a ‘health and safety co-ordinator’. In workplaces where management control is fragmented and employment is largely casual or short term, appointing a health and safety co-ordinator is likely to be the most effective way of ensuring co-ordination and co-operation and the efficient exchange of information. 

Even when the person in control of a multi occupancy workplace is not an employer of persons working in that workplace, such persons will nonetheless need to co-operate with those occupying the workplace under their control. This does not apply to multi occupancy buildings or sites where each unit under the control of an individual tenant employer can be regarded as a separate workplace. In some cases, however, the common parts of such multi occupancy sites may be shared workplaces (e.g. a common reception area in an office building) or may be under the control of a person to whom the Regulations apply and suitable arrangements may need to be put in place to cover these areas. 

Employers who are sole occupiers may also need to provide safety information to other employers whose employees (or to self-employed) carry out work, often for a short time, on behalf of the first employers. Such employees would include:  
· Contractors’ employees carrying out cleaning, repair, or maintenance under a service contract. 

· Employees in temporary employment businesses hired to work under the first employer’s control. 
NOTE: 
Please note this information is produced to provide you with help and should not be considered as fully comprehensive.
A useful publication is FIRE SAFETY an employer’s guide produced by The Stationery Office and Health and Safety Executive. 

If you require any further assistance then please do not hesitate to contact Group Safety Advisor.
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Appendix 2 - Evacuation for Disabled Persons 
On arrival at the scene of a fire, the Fire Service would not automatically enter the building to rescue someone in a safe refuge if the fire can be dealt with without putting the person(s) at further risk. They would tackle the fire and make an assessment to either bring the fire under control without necessitating the evacuation of disabled persons or decide to effect a rescue. 
In view of this it may now be necessary to review the personal evacuation plans for disabled employees who have previously decided they would want to wait for rescue in the safe refuge. It could be quite unsettling to be waiting until a fire was brought under control for both the individual and perhaps a support worker. The safe refuge should perhaps be viewed as an interim measure in the evacuation of disabled persons until such time as the number of persons on the stairs diminishes. 
All managers are therefore urged to review the personal evacuation plans for any disabled employees they are responsible for, taking into account the advice from the Fire Service. Similarly, within each building, contingency plans for dealing with evacuation of disabled visitors should also be reviewed. 
Following the reviews, if a decision is taken to ensure employees and visitors are evacuated from a building it will be necessary for actions to be taken to ensure this can be done safely, without putting anyone at greater risk than they would be waiting for eventual rescue. It is recommended that this issue be discussed at Building User Group meetings as soon as possible. 
For further advice on individual circumstances you can contact your Group Safety Advisor, however, there are no absolute solutions to this problem as each situation is different and will therefore need different action.
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