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1. PURPOSE
To safeguard all persons on company/client premises from death or injury in the event of a fire or associated explosion.

To minimise the risk of fire and to limit the spread of fire.

To minimise the potential for fire to disrupt company activities, damage buildings and equipment and harm the environment.

2. SCOPE
This procedure applies to all persons on company and client premises and in particular to managers and supervisors who have a duty placed upon them to actively monitor the implementation of this procedure
3. DEFINITIONS
Fire Hazard
Source or situation with potential to result in fire
Fire Risk
A combination of likelihood and consequences of fire
Reasonably practicable
Any measure which can be reasonably carried out having regard to technical knowledge and acceptable expense

Fire Risk Assessment
Overall process of identifying fire hazards and evaluating the risks to health and safety arising from them, taking account of existing controls.


4. RESPONSIBILITIES
Managing Director shall:

· Ensure that a fire risk assessment of the company’s premises are undertaken and that a fire action plan is developed so that the required level of fire safety is achieved or maintained.
· Ensure that the risk assessment is undertaken by a competent person

· Provide appropriate instruction and training for employees on fire safety matters and for carrying out fire drills
· Ensure that fire drills are undertaken at least annually, and that any inadequacies are rectified without delay
Managers shall:
· Cooperate fully with the managing Director in ensuring recommendations from Fire Risk Assessments are implemented without delay
· Ensure that all local precautions and procedures are followed and that persons under their responsibility are trained and given adequate instruction in the case of fire
· Ensure that all fire risks that have been identified are controlled so far as is reasonably practicable.
Supervisors shall:

· Ensure that fire safety policies and particular instructions are brought to the attention of their staff and are observed by them. 
· Make provision for every member of staff to participate in fire safety training and drills.

Employees shall:

· Comply with all instructions given to them in regard to fire safety and any other fire procedures as required by supplementary codes of practice. 
· Report any observed shortcomings in fire precautions to their supervisor.

· Participate in fire safety training and drills.

5. REFERENCES 

· Health and Safety At Work Act 1974 

· Company Safety Policy
· Fire Precautions (Workplace) Regulations
6. PERFORMACE STANDARD
All risk assessments will be undertaken to meet the criteria of “Suitable and Sufficient” as required by Health and Safety Legislation. This means all significant fire risks to the health and safety of all personnel on site must be identified and evaluated.

7. APPLICATION
7.1 Introduction

In 1997, the Fire Precautions (Workplace) Regulations were introduced, which require employers to undertake an assessment of the fire risks within their premises. This requirement is reinforced in the Management of Health and Safety at Work Regulations, whereby employers must assess fire risks and put in place appropriate control measures. 

Together, the above regulations require the company to:

· Carry out fire risk assessments of workplaces and take into consideration employees, visitors, contractors, members of the public and others who may be affected by activities carried out within the premises. 

· Identify significant findings of the fire risk assessment and record the findings. 

· Implement and maintain suitable control measures for controlling the risk from fire. 

· Provide information, instruction and training to employees and others about fire precautions in the workplace.

The procedure for undertaking a fire risk assessment is the same as for general risk assessment. It differs in the fact that it concentrates on fire risk only. It has been developed to comply with legislative requirements and for carrying out fire risk assessments.

7.2 Fire Risk Assessment

7.2.1 Aim of fire risk assessment
· Identify any readily combustible materials and highly flammable substances in the workplace;

· Identify any sources of heat which may cause a fire;

· Decide whether any staff and other people are especially at risk and consider the consequences of a fire on everyone present;

· Assess the likelihood of a fire occurring and decide whether existing fire safety measures are adequate or need improvement; and

· Take such action as may be necessary to reduce the likelihood of fire.
7.2.2 The Principles of Fire Risk Assessment
· Most workplaces contain readily combustible materials which can, in the presence of heat, burn or contain highly flammable substances which can, very easily ignite.  Most workplaces will also contain sources of heat, capable of igniting a fire.  The basic principle is to separate such sources of heat from readily combustible materials and/or highly flammable substances.

· A record must be made of the findings of the fire risk assessment including the steps which have been taken to reduce the risk of fire.  The responsible manager should also identify any further action which may need to be carried out and the date when the assessment is reviewed.

· This must be reviewed:

(a) if there is a significant change in the work activity;

(b) when it appears that the assessment is no longer valid; 

(c) after one year.

· The assessment should take into account:

(a) the work activities;

(b) the materials or substances present, stored or used;

(c) the contents of the workplace, including furnishings especially any older items not complying with the Furniture and Furnishings (Fire)(Safety) Regulations 1988;

(d) the construction of the workplace including internal linings;

(e) the size and layout of the workplace; and

(f) the number of people who are likely to be present, whether as workers, service users, contractors or members of the public, and their ability to respond to an emergency.

7.2.3 Carrying out the assessment

The assessment should be considered in the following stages: 
1. General Information

· The building

· The occupants

· Occupants at special risk

· Fire loss experience

· Other relevant information

· Relevant fire safety legislation

2. Fire hazards identification

· Electrical sources of Ignition

· Smoking

· Arson

· Portable heaters and heating installations

· Cooking

· Lightning

· Other ignition sources

· Housekeeping

· Hazards introduced by contractors

3. Assessment of likelihood of fire

4. Fire protection measures

· Means of escape from fire

· Measures to limit spread of fire and development

· Escape lighting

· Fire safety signs and notices

· Means of giving warning in event of fire

· Manual fire extinguishing appliances

· Automatic fire extinguishing systems

· Other fixed systems

5. Management of fire safety

· Procedures and arrangements

· Training and drills

· Testing and maintenance

· Records

6. Assessment of the likely consequences to occupants in event of fire

7. Assessment of fire risk
8. Formulate an action plan
9. Periodic review
7.3 Fire evacuation
7.3.1 Company premises

Procedures to be followed in the event of fire or any other emergency will be specified by the company and effective steps shall be taken to ensure all affected persons are familiar with the emergency procedure. Such procedures will be displayed around the premises.

In the event of a fire or fire drill, Supervision will ensure that established fire procedures are followed. This will include ensuring that the site/building is evacuated in the event of fire or a fire drill. Any difficulties encountered during a fire evacuation or drill will be reported to the Managing Director, as soon as possible after the event.

Only trained personnel are authorised to use fire-fighting equipment, including hoses and fire extinguishers. Due regard should always be paid to training in use and personal safety when tackling a fire.

All employees are required to familiarise themselves with the site fire drill before commencing work.

In the event of a gas leak switch off all equipment and evacuate the premises immediate.  Contact the Emergency Services immediately. 

7.3.2 Clients premises

If Company employees are working on a client’s premises, then the Company employees will follow the emergency procedures laid down for that site. 
Employees will familiarise themselves with the site fire safety procedures
7.4 Fire Fighting equipment
Appropriate fire fighting equipment will be installed in all workplaces and regularly checked by a competent person.

Fire fighting equipment belonging to the company will be inspected by an appointed supervisor on a weekly basis. 
Fire fighting equipment will be inspected and a certificate issued by a contract fire engineer on an annual basis.

You should know which extinguishers are available in your immediate place of work.  In particular you should ensure that combustible materials do not accumulate around your place of work.

Fire extinguishers should only be removed from their wall brackets in an emergency.  The removal of fire extinguishers in other cases without good reason will be considered as misconduct.
7.5 Fire alarm

An Automatic fire detection system with break-glass call points has been installed in the company’s premises in accordance with BS 5839, and will be maintained in accordance with relevant standards
Fire alarms will be tested weekly by the company, and any defects reported immediately to the Managing Director.
7.6 Fire prevention
Fire prevention is the responsibility of all staff and precautions taken by staff are as below.

· Keep heat sources (such as electric fires) and combustible materials separate

· Do not overload electrical circuits, or use non-approved fittings (multi-socket adapter plugs) or obvious defective electrical appliances

· Never expose Flammable materials to hot surfaces or direct heat sources.

· Report all defects

· Switch off and isolate where possible all electrical appliances at the end of the working day

· Ensure good housekeeping and do not allow accumulation of combustible materials

· Strictly control the use of flammable substances and always follow the manufacturer's instructions for use

· Hot work carried out by craftsmen/contractors must be carried out under strict  Permit to Work conditions

· Use and storage of highly flammable liquids and gases must comply with the relevant regulations.
· Fire exits must be kept clear at all times.  No fire door to or from an occupied room may be locked. 

· Fire doors must not be wedged or propped open in any way.  All personnel will be trained in the safe use of fire fighting equipment.

8. REVIEW
Review fire risk assessments annually and/or on significant change of circumstances that can affect the fire safety of the premises, or following a fire
9. RECORDS
The following records will be kept

· A copy of the application for a fire certificate (if applicable) 

· a copy of the fire certificate (if applicable)
· The Fire risk assessment
· Records of fire fighting arrangements in place to control the fire risk 
· Details of fire training and instruction provided 
· Details of fire drills carried out, including the date, evacuation time and any problems encountered.
Maintenance and testing of fire equipment (where applicable)
· Fire alarm and detection system
· Emergency lighting
· Automatic fire doors close correctly when activated 

10. APPENDICES
None
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