Fire Authority Pre inspection Checklist  CYPD
	Fire Log Book
	Complete √
	Action Completed

	Ensure available in Reception area at all times.
	
	

	· Complete Responsible Persons – identifying key personnel with specific fire safety responsibilities
	
	

	· Complete Staff Training record identifying all staff who have received fire safety procedures information.
	
	

	· 
	
	

	· Ensure all inspections carried out by third party contractors – alarm, detectors, emergency lighting and extinguishers, etc are filed in log book.
	
	

	· Ensure copy of Fire Risk Assessment is in log book.  Check if any outstanding actions.  Tick off what has been completed.  The current fire risk assessments are out of date and the authority has implemented a programme to address this issue.  Each school will be contacted when this is to be carried out.
	
	

	· The log book should contain building floor plans identifying 
	
	

	· Heat/Smoke detectors
	
	

	· Fire Alarm call points
	
	

	· Final exits
	
	

	· Emergency lighting
	
	

	· Location of fire extinguishers
	
	

	· Isolation points for gas, water and electricity.
	
	

	Evacuation Routes and Exits
	
	

	· Ensure all emergency evacuation routes and exits are free from obstruction at all times.
	
	

	· Ensure all fire alarm call points are clearly visible and free from obstruction.
	
	

	· If you have community patrol smoke detection system make sure appropriate notice is displayed giving information on action to take.  
	
	

	· Ensure ALL staff know how the community patrol smoke detection system operates (see attached slides).
	
	

	· Ensure fire action notices are displayed at each fire alarm call point and public areas.  They should not contain the words “tackle the fire, if it is safe to do so, using an appropriate extinguisher.  If you have these block out for now and replace at earliest convenience updated sign.
	
	

	· Make sure all blanks on action notices are completed – instructions for calling Fire Authority (not forgetting extra 9 if required for outside line, means of escape “nearest safest exit” and location of assembly point).
	
	

	· Ensure all fire exit and fire directional signs are in place.
	
	

	· Make sure all doors are closed and no wedges apparent.
	
	

	· Ensure vision panels in doors are not completely obscured (Georgian wire glass is fire resistant and should not be covered with displays).
	
	

	· Ensure all fire extinguishers are correctly located.
	
	

	Housekeeping
	
	

	· Ensure all combustible materials are stored away from sources of ignition.  
	
	

	· Boiler rooms and electrical intake cupboards should not be used to store combustible materials.
	
	

	· Store flammable substances – paints, aerosols in metal cabinets.
	
	

	· Photocopy rooms – store paper at least 1 metre clear of photocopier to prevent risk of fire spread in event of fire.
	
	

	· Displays – guidance states maximum 3 m in length with 1 m break.  Avoid displays over computers, around electrical switches and hanging from light/projector fittings.
	
	

	· Ensure all ceiling tiles are in place.
	
	

	· Check use of extension leads that they are not overloaded.
	
	

	· Make sure gas isolation valve is clearly marked.
	
	


http://www.wirral-mbc.gov.uk/HealthandSafety/admin/Model/Files/Fire%20Risk%20Assessment%20Model%20and%20Inspection%20Checklist%20June%202010.doc
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FIRE SAFETY INFORMATION – 

It is the responsibility of each Section Head to ensure that all employees are aware of the Fire Safety Procedures.  Information should include the following:

1. Fire detection systems – how they operate and what action to take.

· Automatic smoke/heat detectors.  In the event of a fire, the detectors are activated.  These are linked to the Fire Alarm which will in turn activate the fire alarm, giving the signal to all staff to evacuate the building.

2. Location of Fire Alarm Call Points

· Identify at least two fire alarm call points in the workplace.
· Employees must familiarise themselves with location of fire alarm call points as they move around the building eg: toilets, canteen, meeting rooms.
· Give details of when fire alarm is tested, day, time, sound, etc.
3. Emergency evacuation routes

· Identify at least two means of escape from the workplace.
· Employees must familiarize themselves with location means of escape as they move around the building eg: toilets, canteen, meeting rooms.
· Staff to be instructed on how to operate all doors fitted with an over-ride system (break glass green coloured boxes located at side of door and/or fire alarm call point).
4. Location of Assembly Point

· Identify location of assembly point.
5. Identify Fire Marshal for their area

6. Action to be taken on hearing the Fire Alarm

· Leave the building at once, quickly and calmly by the nearest safest exit.  

· In the event of lone-working situation staff must summon the emergency services by dialing 9-999.

· Do not stop to collect personal belongings.  

· Assist with the evacuation of visitors.  

· As you leave the building, close all doors on the way out.

· Do not use the lift.

7. Action to be taken on discovery of a fire

· Raise the alarm by breaking the glass on the nearest fire alarm call point.
· In the event of lone-working situation staff must summon the emergency services by dialing 9-999.

· Leave the building at once, quickly and calmly by the nearest safest exit.
· Do not stop to collect personal belongings.  

· Assist with the evacuation of visitors.  

· As you leave the building, close all doors on the way out.

· Do not use the lift
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In the event of an evacuation employees must not:

· re-enter the building unless given permission to do so by the Senior Fire Authority’s Officer

· Move their vehicles unless given permission to do so.

· Leave the premises unless given permission to do so.

8. Responsibility for visitors

It is the responsibility of the Host to ensure safe evacuation of their visitors.

9. Identifying and Reporting Defects

All staff have a responsibility to report any defects which pose a risk to the health, safety and welfare of themselves and others.

10. Identify fire risks in the workplace 

· Council’s smoking policy

· Electrical Equipment including use of extension lead

· Use of personal electrical equipment is prohibited

· Housekeeping – do not store combustible materials near potential sources of ignition.

· Give details on Terrorist Action

11. Employees Responsibilities

· Housekeeping – safe storage of equipment and materials

· Visual inspections of equipment

· Report defective equipment

· Correct and safe use of equipment

· Ensuring all means of escape routes, fire doors, fire alarm call points and emergency lighting are kept free from obstruction at all times.  If it is within the capability of the individual to do something about it they should do it immediately.  If not they should report to the Complex Manager/Deputy immediately.

Model Fire Safety Plan

Roles and Responsibilities

Head Teacher/ Acting Head Teacher
Overall responsibility







Oversee evacuation







Call Fire Brigade







Liaise with Fire Authority

Caretaker
Check fire alarm panel to determine location

Ascertain if there is in fact a fire.  At no time should the individual put themselves at risk.







Call Fire Brigade







Sweep of building on way out

Meet with fire authority at main gate to direct to location

Admin Staff




Collate registers and visitors log book

Metro Catering Supervisor
To ensure full safe evacuation of all staff and to complete roll call.

Teaching staff
Evacuation of all pupils in their charge

Support staff
Staff who do not provide 1:1 support will be required to sweep all ancillary areas on the way out.  Where possible they should close doors and windows.  At no time should they put themselves at risk.

Lunch Time Supervisors
All teaching staff will report to the dining hall to supervise safe evacuation of pupils.  Support staff will carry out sweep of building – toilets, resource areas, etc.  Lunchtime supervisors in the playground will assemble children at fire assembly point.

1:1 Support
Pupils who require 1:1 and assistance in evacuation – a copy of their timetable is displayed in the general office to assist in location at anytime during the school day.

THIS IS A MODEL AND SHOULD BE TAILORED TO MEET NEEDS OF 

INDIVIDUALS, ENVIRONMENT, ACTIVITIES.

HEALTH AND SAFETY RECORD

RESPONSIBLE PERSONS AND CONTACTS

	Head:

	School Fire Safety Officer:

	School Deputy Fire Safety Officer:

	School Deputy Fire Safety Officer

	School Deputy Fire Safety Officer

	School Deputy Fire Safety Officer

	

	Local Fire Service Fire Officer:
Contact Name:

	




Telephone Number:

	

	Local Authority Fire Officer:
Contact Name:

	




Telephone Number:

	

	Fire Alarm Company:

Contact Name:

	




Telephone Number:

	

	Fire Extinguisher Company:
Contact Name:

	




Telephone Number:


Fire Drills 

A schedule of fire drills should be established, for example, every six months, or one drill per term, particularly where there are new pupils i.e. start of term and where there have been building changes.  One person should be appointed to organise fire drills and should keep a record of the drill as shown below: 

	Date of Drill



	Approximate No. of Participants

	Optimum

Evacuation Time
	Actual

Evacuation Time

	All present to roll call?

	Person Responsible for Drill

	Type and Extent of Drill

	General Assessment of Drill



	Action Taken




Monitoring and debrief

Throughout the drill the responsible person and nominated observers should pay particular attention to:

· communication difficulties with regard to the roll call and establishing that everyone  is accounted for;

•   the use of the nearest available escape routes as opposed to common     circulation routes;
•   difficulties with the opening of final exit doors;

•   difficulties experienced by people with disabilities or young children;

•   the roles of specified people, e.g. fire wardens;

•   inappropriate actions, e.g. stopping to collect personal items, attempting to 
    use lifts, etc.; and  windows and doors not being closed as people leave 
    without risk to individuals.

On-the-spot debriefs are useful to discuss the fire drill, encouraging feedback from everybody. Later, reports from fire wardens and observations from people should be collated and reviewed. Any conclusions and remedial actions should be recorded and implemented.

STAFF REGISTER FOR INSTRUCTION AND DRILLS

	Name


	Date of Appointment
	Date of Induction
	Instruction and Drill Dates

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	
	


VISITS BY FIRE BRIGADE OFFICER

	DATE


	INSPECTING OFFICER
	COMMENTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FIRE ALARM SYTEM – RECORD OF TESTS B.S. 5839 PART 1

	Date
	Fire Alarm


	Automatic

Door Releases
	Fault

(Specify)
	Remedial

Action

Taken
	Fault 

Cleared
	Signature

	
	Call Point Detector

Location or Number
	Satisfactory

Yes / No
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


EMERGENCY LIGHTING SYSTEM B.S. 5266 PART 1

	Date


	Duration 

of test
	Result

of test
	Fault

(Specify)
	Fault

Cleared


	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


MISCELLANEOUS EQUIPMENT – RECORD OF TESTS

(EG SPRINKLERS, AS PER B.S. 5306, PART 2)

	Date


	Items Tested etc
	Satisfactory

Yes / No
	Remedial Action Taken
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FIRE FIGHTING EQUIPMENT – RECORD OF TESTS

(B.S. 5306, PART 3)

	Date


	Result of inspection or test

No. Satisfactory

/No. Faulty
	Remedial 

Action Taken
	Fault Rectified

(Date)
	Signature
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                                    WIRRAL COUNCIL FIRE MARSHAL INSPECTION CHECKLIST
This checklist to be completed monthly

Location……………………………………     Date………………………………………………………
 Enter The Following Details In The Columns Below: Y-YES, N- NO, N/A - NOT APPLICABLE

	    1.0
	  Fire Protection
	
	2.0
	 Storage Areas
	

	  1.1
	Extinguishers in Place
	
	2.1
	Access/Egress Clear To emergency Exit
	

	1.2
	Fire Exits Marked and Clear
	
	2.2
	Are Combustible Materials Correctly Stored
	

	  1.3
	Crash Bar/Key Box Fitted
	
	2.3
	Lighting Adequate
	

	  1.5
	Fire Alarm Tested Weekly
	
	3.0
	Electrical Equipment
	

	1.6
	Can Fire Alarm be Heard By All Staff
	
	3.1
	Is All Portable Equipment Within Test Date?
	

	1.7
	Fire Notices Prominently Displayed
	  
	3.2
	Is It Visually in Good Condition?
	

	1.8
	Notices in Good Condition
	
	3.3
	Are Flexible Cables Positioned Safely?
	

	1.9
	Bomb Procedure Notice Prominently Displayed
	
	4.0
	Stairwells/Corridors
	

	1.10
	Health & safety arrangements displayed
	
	4.1
	Lighting Adequate and in good condition?
	

	1.11
	Are They The Latest Issue?
	
	4.2
	Fire doors in closed position 
	

	1.12
	Fire blankets in place /tea-rooms/snack bar etc
	
	4.3
	Fire doors not obstructed 
	

	1.13
	Are All Waste Bin Areas Regularly Cleared
	
	4.4
	Fire doors Visually in Good Condition
	

	1.14
	Any Evidence Of Smoking In The Building
	
	4.5
	Vision panels not obstructed
	

	1.15
	Staff Identified In The Use Of Evac Chair
	
	4.6
	Fire doors fit fully into their rebates
	


ALL ITEMS MARKED ‘NO’ AND ANY NOTES FROM THE INSPECTION MUST BE RECORDED ON THE FOLLOWING 
ITEM No.



 COMMENTS

_______________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________
NAME OF WARDEN._____________________________

DATE_________________
SIGNATURE.______________________________________
CIRCULATION LIST:

1 copy to Health & Safety Officer
1 copy to Line Manager

1 copy to be retained for records
August 2008/H&ES/MC/Issue ‘B’
SAFETY NOTICE

Community Patrol Smoke Detection System

This system is NOT linked to the Fire Alarm System

When this Strobe Light starts flashing the following action MUST be taken

1. Break the nearest Fire Alarm Break Glass Call Point.

2. Evacuate the building.

3. The designated Person/Persons to carefully and safely proceed to the area identified on the Burglar Alarm Panel to verify that there is a fire.

4. If there is a Fire, telephone the Fire Brigade using 999 (don’t forget to add a 9 if you need to dial 9 to get an outside line).  Continue evacuating the building and STAY OUT until advised by the Fire Authority.

5. If there is no fire, return staff/pupils to the building and contact Atlas Alarms 0151 691 1212 to rectify the fault (if necessary).

NOTE:  Ensure that all Community Patrol Smoke Detectors are tested regularly by Atlas and details recorded in the School’s Fire Log Book.

December 2004 CPSDS Instructions
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General Notice
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	FIRE ACTION
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1
IF YOU DISCOVER OR SUSPECT A FIRE


Raise the alarm by operating the nearest fire alarm call point.

         

         Dial                                                                  to call the Fire Brigade


Leave at once using the nearest safe exit


When clear of the building report the location of the fire to the person in     charge of the assembly point at




	
2
IF YOU HEAR THE FIRE ALARM


Leave the building at once, quickly and calmly by the nearest available exit


When clear of the building report to the person in charge


of the assembly point at
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	Do not stop to collect personal belongings 

Do not take risks 

Do not use lifts

Do not re-enter for any reason until authorised to do so


Fire Log Book List of Contents

1. Useful Contacts & Numbers

2. Current Fire Risk Assessment

3. Current Fire Risk Assessment Action Plan

4. School Fire plan

a. Detailing, extinguishers, Escape routes, Fire alarm, Emergency lights, Electrical isolation, Gas Isolation, water isolation.

5. Fire related procedures to include:

a. roles and responsibilities of key personnel

b. Fire/incident Emergency Plan

c. Fire action Notice

6. Staff Training policy

7. Staff training records

8. Fire safety Audits (Caretaker checks inc duties)

9. Fire alarm test records

10. Fire alarm service records

11. Emergency lighting test records

12. Emergency lighting service records

13. Portable Fire equipment service records (extinguishers/hose reels etc)

The Fire/incident emergency plan should cover the following questions:

1. Does the emergency plan take account of all reasonably foreseeable circumstances? (Fire includes Arson/Flood/Power Failure/Death/missing child)
2. Are your employees familiar with the plan, trained in its use and involved in testing it? (Training records)
3. Have you considered all the people likely to be present in your school and others with whom you may share the school? (Fire procedures)
4. Does the plan provide clear instructions on the action employees should take if they discover a fire? (Fire action Notice)
5. Does the plan provide clear instructions on how people will be warned if there is a fire? (Fire action Notice)

6. Does the plan provide clear instructions on how the evacuation of the workplace should be carried out? (Fire procedures)
7. Do the fire procedures in the emergency plan include people with impairments (permanent and temporary)? (Fire procedures)
8. Does the plan provide clear instructions on where people should assemble after they have left the school and procedures for checking whether the school has been evacuated? (Fire procedures)
9. Does the plan provide clear instructions on identification of key escape routes, how people can gain access to them and escape from them to places of safety? (Fire procedures)
10. Does the plan provide clear instructions on the fire-fighting equipment provided? (Fire procedures & school Fire Plan)
11. Does the plan provide clear instructions on the duties and identity of employees who have specific responsibilities in the event of a fire? (Fire procedures)
12. Does the plan provide clear instructions on arrangements for the safe evacuation of people identified as being especially at risk, such as contractors, those with disabilities, members of the public and visitors? (Fire procedures)
13. Does the plan provide clear instructions, where appropriate, on any machines/processes/ power supplies which need stopping or isolating in the event of fire? (Fire procedures)
14. Does the plan provide clear instructions on specific arrangements, if necessary, for high-fire-risk areas of the workplace? (Fire procedures)
15. Does the plan provide clear instructions on how the fire brigade and any other necessary emergency services will be called and who will be responsible for doing this? (Fire procedures)
16. Does the plan provide clear instructions on procedures for liaising with the fire brigade on arrival and notifying them of any special risks? (Fire procedures)
17. Does the plan provide clear instructions on what training employees need and the arrangements for ensuring that this training is given? (Staff Training Policy)

INFORMATION/TRAINING RECORD SHEET

Insert Title Course/Information/Policy/Procedure

           Name of Establishment         





Date:  

Name of Trainer/Facilitator:

I have received/attended* the above information/session*.  I  agree to abide by the establishment’s  policy/procedures/guidance* and I understand my role and responsibilities relating to the above.

* Change as appropriate

	
	Name (PRINT)
	Job Title
	Signature

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	

	16
	
	
	

	17
	
	
	

	18
	
	
	


                                 Fire Risk Assessment Guidance
	 Step 1 - Sources of Ignition.

· Smokers’ materials, e.g. cigarettes and matches;

· Naked flames;

· Electrical, gas or oil-fired heaters (fixed or portable);

· Hot processes (such as welding or grinding work);

· Cooking;

· Engines or boilers;

· Machinery;

· Faulty or misused electrical equipment;

· Lighting equipment, e.g. halogen lamps;

· Hot surfaces and obstruction of equipment ventilation, e.g. office equipment;

· Friction, e.g. from loose bearings or drive belts;

· Static electricity;

· Metal impact (such as metal tools striking each other);

· Arson

Indications of 'near misses', such as scorch marks on furniture or fittings, discoloured or charred electrical plugs and sockets, cigarette burns etc, can help you identify hazards which you may not otherwise notice.


	Step 1 - Sources of Fuel

· Flammable liquid based products such as paints, varnish, thinners and adhesives;

· Flammable liquids and solvents such as petrol, white spirit, methylated spirit and paraffin; 

· Flammable chemicals;

· Wood; 

· Paper and card;

· Plastics, rubber and foam such as polystyrene and polyurethane, e.g. the foam used in upholstered furniture;

· Flammable gases such as liquefied petroleum gas (LPG) and acetylene;

· Furniture, including fixtures and fittings;

· Textiles;

· Loose packaging material;

· Waste materials, in particular finely divided materials such as wood shavings, off cuts, dust, paper and textiles.

You should also consider the construction of your workplace and how this might contribute to the spread of fire. Does the internal construction include large areas of:

· Hardboard, chipboard, block board walls or ceilings; or

· Synthetic ceiling or wall coverings, such as polystyrene tiles?

If these are present, and you are uncertain of the danger they might pose, you should seek advice from your local fire authority or other experts on what precautions you need to take to reduce the risk to people in the event of fire.

	Sources of Oxygen

The main source of oxygen for a fire is in the air around us. In an enclosed building this is provided by the ventilation system in use. This generally falls into one of two categories: natural airflow through doors, windows and other openings; or mechanical air conditioning systems and air handling systems. In many buildings there will be a combination of systems, which will be capable of introducing/extracting air to and from the building.  Additional sources of oxygen can sometimes be found in materials used or stored in a workplace such as:

· Some chemicals (oxidising materials), which can provide a fire with additional oxygen and so assist it to burn. These chemicals should be identified on their container by the manufacturer or supplier who can advise as to their safe use and storage; or
· Oxygen supplies from cylinder storage and piped systems, e.g. oxygen used in welding processes or for health care purposes.

	Step 3 – Evaluate, remove, reduce and protect from risk

Examples

(3.1) Evaluate the risk of fire occurring – Hot lamps too close to display materials, Tea towel on wall heater, Filing cabinet too close to wall heater etc.

(3.2) Evaluate the risk to people from a fire starting in the premises – Open plan so fire would be quickly evident, Fire in store room could go undetected (no detector evident), Fire on ground floor could affect subsequent upper floors.

(3.3) Remove and reduce the hazards that may cause a fire – replace hot lamps with overhead low wattage lighting, remove wall heater as others are adequate for room, Packaging material to be removed on a daily basis.

(3.4) Remove and reduce the risks to people from a fire – The current fire precautions measures (as detailed in drawing A) have been assessed and found to be adequate with the following exceptions: Provide automatic fire detection in the store room, Fire door at rear requires new self closer, Staff require refresher fire training, Replace damaged fire sign above rear exit.


Location:
MODEL FIRE RISK ASSESSMENT FOR SECONDARY SCHOOL


.             Date of Assessment:  

Name(s) of Assessor(s)  

1. Description of Building 

	Insert description – age of buildings, number of storeys, what building comprises of – classrooms, offices, halls, corridors, whether there is separation.  Give details on exits from each room and number of staircases. On ground floor indicate external doors.




2. Users

	Give details of opening hours.  Main use, number of occupants – staff and pupils.

Give details of individuals with mobility impairments.  Give details of access to upper floors – stairs, lifts.

Give details of before/after school use – meetings, parents evening, lettings, breakfast clubs, etc

Give details of service contracts for Fire Safety Systems


3. Technical– Significant hazards due to nature of activity/use/equipment eg Sciences, DT, Art, Music, Drama, Dance, ICT, Staff Room, Main Kitchen, other kitchen areas (including makeshift facilities), 6th Form Common Room, Boiler Room, Electrical Intake Cupboard, Reprographics Room/Area  Other areas that would be considered high risk include: rooms with poor electrical cable management, overloading of electrical sockets, poor housekeeping, display work hung on/across electrical lights/switches/projectors, obstructing means of escape. 

	Location and Use
	Significant hazards 
	Persons at Risk
	Existing Controls 
	Additional Controls Required

	List room/facility/use and equipment (see below)
	List all significant hazards iginition+fuel+air
	List all persons at risk including visitors, contractors, 3rd party users
	List all controls (see below)
	List additional as required (see below)  All additional controls will then generate action plan (See attached action plan)

	Photocopying facility 
Give details of numbers of photocopiers and other ancillary electrical equipment.

Give  details of storage facilities for consumables
	Large amounts of combustible materials stored in area.

Photocopier is switched on at all times

Unoccupied area

No vision panel in door
	Staff, pupils, visitors
	Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Remove waste paper/cardboard daily to safe and secure location

Maintain distance of 1 metre between combustible materials and sources of ignition, eg copiers

Fit fire resistant glazed panel in door to provide means of observation.

Instruct staff and display notice – switch off at end of day.

	Library/ICT Suite
Used by students/staff for quiet study and access to ICT equipment

	Computers switched on continuously throughout the day.

Large amounts of combustible material – books, paper

Considerable build up of waste paper/card
	Staff, pupils, visitors
	Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Improve standards of housekeeping by 

removing waste paper/cardboard daily to safe and secure location

Maintain distance of 1 metre between combustible materials  sources of ignition

Store paper away from copiers

Instruct all computer users to switch off monitors whilst not in use.

Ensure all equipment is switched off at end of working day.

	ICT Suite

Give numbers of computers
	Computers switched on continuously throughout the day.

Large amounts of combustible material – books, paper

Several ceiling tiles missing posing risk of fire and smoke spread.
	Staff, pupils, visitors
	Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly

Good standards of housekeeping

Adequate ventilation – give details (mechanical/natural)
	Remove waste paper/cardboard daily to safe and secure location

Maintain distance of 1 metre between combustible materials  and sources of ignition.

Instruct all computer users to switch off monitors whilst not in use.

Ensure all equipment is switched off at end of working day.

Refit/replace ceiling tiles to provide compartmentation.

	Server Room 
Located in storeroom within ICT suite.

Storage of combustibe materials

	Combustible materials stored on and around server.

Door held open for ventilation posing risk of fire and smoke spread into ICT suite.


	Staff, pupils, visitors
	Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly

Adequate ventilation – give details (mechanical/natural)
	Maintain 1m separation between server (ignition source) and combustible materials. 

Install lourvred vent in door to aid ventilation

Maintain good standards of housekeeping



	Storeroom  
Used for storage of equipment and materials.


	Paper stored close to light fittings posing risk of fire and fire spread.
	Staff, pupils, visitors
	Good standards of housekeeping

Emergency evacuation procedures

Emergency lighting on corridors

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills
	Maintain 1m separation between sources of ignition and combustible materials. Ie do not store near light fittings. 



	Caretaker’s Room


	Cleaning Chemicals

Maintenance chemicals in aerosols

Storage of paints and thinners close to cooking equipment.

Makeshift cooking arrangements- kettle/toaster/microwave

Overloading of banked socket containing 3 x 13 amp appliances

No detection
	Staff, pupils, visitors
	Fire fighting equipment

Emergency evacuation procedures

Emergency lighting on corridors.

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly.
	Provide metal cabinet for storage of all flammable substances.

Remove extension lead to prevent overloading of extension leads and electrical installation.

Remove cooking appliances or install appropriate detection and adequate number of fixed electrical sockets.

	Electrical Intake Room

	Failure of system


	Staff, pupils, visitors
	Detection

Fire fighting equipment

Emergency evacuation procedures

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly

Good standards of housekeeping

NICEIC installation check every 5 years.
	

	Offices 

	Electrical equipment, combustible materials

Generally considered low risk unless:

Poor cable management – trailing cables, overloaded extension leads,

Introduction of tea making facilities – kettle, toasters, etc

Equipment left switched on when unattended.

Poor standards of housekeeping

Obstruction of exit routes

Inadequate signage
	Staff, pupils, visitors
	Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly

Good standards of housekeeping
	

	Main Hall – Dining hall, Assembly and school performances

	Electrical equipment

Stage lighting

Storage of props, equipment and combustible materials

Ceiling void ≥ 800 mm housing electric cables for general and stage lighting.  This area is identified as a high risk because of the potential risk of rapid fire growth and spread.


	Staff, pupils, visitors
	Detection

Fire fighting equipment

Good standards of housekeeping

Emergency evacuation procedures

Staff training – fire safety awareness and fire safety procedures

Annual inspection, service and maintenance of stage lighting and sound systems.

Fire Marshals available during performances

Compartmentation
	Check ceiling void and seek advice from Fire Alarm Company regarding requirements for detections.

	Science Labs


	Naked flames – Bunsen burner

Chemicals

Experiments

Storage of student’s personal belongings.
Combustible materials
	Staff, pupils, visitors
	Limited amount of chemicals in use at one time.

Hazcards readily available.

Staff trained

Induction outlining laboratory safe rules and procedures given to all students.

Separation of combustible materials from sources of ignition.

Emergency stop button for energy sources
Appropriate detection

Annual inspection, service and maintenance of local exhaust ventilation systems

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	To provide appropriate storage/space away from work benches for students’ personal belongings.

	Science Technicians Room


	Storage of flammable, volatile and oxidising chemicals.

Preparation of curriculum experiments.

Makeshift refreshment facilities.
	Staff, pupils, visitors
	Storage and quantities of chemicals maintained in accordance with CLEAPSS guidance, ie separation of flammable, volatile and oxidising chemicals in bunded/secure  location (cabinet/room)

CLEAPPS Hazcards available.

Staff trained in accordance with CLEAPSS guidance.

Good standards of housekeeping.

Adequate ventilation

Room locked when unoccupied. 
Display appropriate hazard signs.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly

Good standards of housekeeping maintained.
	Check if intrinsically safe lighting is installed.

To maintain adequate separation between chemicals and refreshment facilities.



	Design Technology Rooms


	Power tools/machinery

Hot work

Wood dust


	Staff, pupils, visitors
	Separation of combustible materials from sources of ignition.

Emergency stop buttons clearly signed.

Staff DATA trained

Good standards of housekeeping maintained

LEV extraction cleaned at weekly/monthly intervals.  

Full inspection, service and relevant maintenance conducted by competent engineer annually. 

Adequate ventilation.
Hot work ceases 1 hour before vacating facility.

Machinery only used 

under supervision of suitably qualified staff.

Room locked when not in use.
Waste receptacles emptied daily.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly


	

	
	
	
	
	

	Design Technology Technician’s Room


	Hand tools

Power tools/machinery

Hot work

Dust and fumes

Poor standards of housekeeping
	Staff, pupils, visitors
	LEV extraction regularly serviced and maintained

Adequate ventilation

Room locked when unoccupied.
 Display appropriate hazard signs. 

PAT testing

Waste receptacles emptied daily.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	To maintain adequate separation between chemicals and refreshment facilities.



	Art Rooms


	Dust and fumes

Chemicals including paints, inks, varnishes 
Kiln use

Storage of combustible materials including art work.

Poor standards of housekeeping observed.

Excessive displays
	Staff, pupils, visitors
	Chemicals stored in metal cabinets.

Kiln located in separate room

Regular inspection, service and maintenance of kiln.  

Kiln only used by competent operators.

Student supervised by staff

Only low hazard paints, glazes and inks used where possible.
Waste receptacles emptied daily.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Separate combustible materials 1 metre away from source of ignition.

Encourage staff/students to dispose of obsolete equipment/materials.

Management of displays – maximum 3 m width with 1 m break.  Avoid displaying works on or around potential sources of ignition, eg lighting, LCD projectors, etc.

	Textile Rooms


	Substances including paints, inks, varnishes 
Combustible materials

Heat generating electrical equipment – irons, glue guns

Poor standards of housekeeping


	Staff, pupils, visitors
	PAT testing

Daily visual inspection of equipment –  formal written inspections carried out 6 weekly.

Students instructed to carry out visual inspections and report defects.

Chemicals stored in metal cabinets

Only low hazard paints and inks used where possible.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Arrange storage to maintain up to 1 metre separation between sources of ignition and combustible materials.



	Food Technology Rooms


	Fire-Naked flames- gas cookers, grills

Laundry equipment in use at end of school day.

Combustible materials


	Staff, pupils, visitors
	Good standards of housekeeping maintained

Inspection & maintenance of all equipment
Staff appropriately trained.
PAT testing
Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Staff to be instructed not to leave laundry appliances in use whilst building is unoccupied.



	Dance/Drama/Music
	Electrical equipment

Props

Combustible materials

Stage lighting

Students/Staff wearing headphones
	
	Good standards of housekeeping maintained.

Combustible materials stored way from sources of ignition.

PAT testing

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation
Strobe light fitted directly linked to fire alarm to provide visible warning in the event of a fire.
Fire drills termly
	

	Sixth Form Facilities


	Electrical equipment

Fire-High risk due to use of heat generating equipment in close proximity to combustible materials and area left unattended for long periods.

Poor standards of housekeeping

Smoking
	Staff, pupils, visitors
	PAT testing

Students made aware of potential fire risks and their responsibilities for fire safety management.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termlu
	Staff and students to conduct regular visual inspections of area.

Formal written inspections to be carried out ½ termly.

Sign to be displayed “ DO NOT LEAVE COOKING APPLIANCES UNATTENDED”

	General Classrooms
	Generally considered low risk unless:

Poor management of displays – hanging from lights/LCD projectors, close to  electrical sockets, no breaks in displays

Poor cable management – trailing cables, overloaded extension leads,

Introduction of tea making facilities – kettle, toasters, etc

Equipment left switched on when unattended.

Poor standards of housekeeping

Obstruction of exit routes

Inadequate signage
	
	Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termlu
	

	Main Kitchen


	Naked flames- gas cookers, grills

Combustible materials


	Staff, pupils, visitors
	Experienced trained staff

Staff informed of dangers of electricity. Visual inspections. PAT testing

Annual gas inspection and servicing 

Equipment switched off when not in use.  Maintenance of equipment

Adequate ventilation

Good standards of housekeeping maintained.
Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Cooperation & coordination -Ensure third party users are aware of site emergency evacuation procedures-records



	Staff Room 


	Electrical equipment

High risk due to use of heat generating equipment in close proximity to combustible materials and area left unattended for long periods.

Poor standards of housekeeping

Considerable amount of combustible materials (plastic bags) stored on and around microwave cooker.

Food consumables stored directly above toaster.
	Staff, pupils, visitors
	Staff informed of dangers of electricity. Visual inspections. PAT testing

Equipment switched off when not in use.  
Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly
	Maintain good standards of housekeeping 
To remove all combustible materials from cooking appliances.

Staff to be instructed to dispose of consumables using appropriate waste receptacles.

Waste receptacles to be emptied daily.
Sign displayed “ DO NOT LEAVE COOKING APPLIANCES UNATTENDED

	Before/After School Facilities/Activities
Provide limited refreshments – toast and hot drinks.

	Cooking appliances

Combustible materials

Personnel not familiar with emergency procedures.


	Staff, pupils, visitors
	Staff informed of dangers of electricity. Visual inspections. PAT testing

Equipment switched off when not in use.  
Good standards of housekeeping maintained.

Detection

Fire fighting equipment

Emergency evacuation procedures

Emergency lighting

Staff training – fire safety awareness and fire safety procedures

Compartmentation

Fire drills termly

	Cooperation & coordination -Ensure third party users are aware of site emergency evacuation procedures-records

Fire drills carried out to include before/after school activities- records

The supervisor must have access to a telephone and emergency contact numbers for use in an emergency.


	General

External Waste Storage Areas


	Combustible materials
	Staff, pupils, visitors, contractors
	Waste stored away from fabric of the building in an enclosed secure area.

All combustible waste regularly removed.
	

	General Storage of combustible materials eg exams decorations, paper, packaging, scenery, props and spare furniture.
	
	
	Stored only in appropriate locations away from sources of ignition, ie designated stores not boiler/electrical rooms

Stock kept to a minimum and stored in dedicated areas

Voids not to be used for storage

Foam mats stored in dedicated store.
	

	Security and reducing arson risk
	
	
	Detail specific security measures in place eg: clear signage externally. To ensure adequate visitor control to the site.

All visitors required to sign in/wear visitors badges

Staffed reception at main school building.  Other means of entrance to the building minimised.

Maintain fencing in good condition.  School gates closed/locked out of hours.

School watch – neighbours encouraged to keep watch over the school and report any criminal/suspicious behaviour during out of hours.

Use of CCTV
	


2.2 - Protected Areas 
The following are the specific areas around the building which are viewed as vital from a fire safety perspective to ensure escape routes are maintained. 

	Area 
	Description 
	Control Measures 
	Additional Controls Required

	Stairwells 

	Give description of location and access to and from
	Detection

Fire fighting equipment

Emergency lighting

Compartmentation 

Emergency Evacuation Procedures

Staff training in fire safety procedures 

No displays are permitted in this area 

Daily visual inspections that area is unobstructed
	Monthly/termly formal inspections of the protected areas to ensure:

· fire doors are in good order i.e. close fully into rebates

·  Intumescent strips & smoke seals are intact

·  maglocks operating correctly

·  evac chairs in good order if in use.

Records of inspections & remedial actions  maintained in fire log book

	Corridors 

	
	Detection

Fire fighting equipment

Emergency lighting

Compartmentation 

Displays to be kept to a maximum of 3 m width with 1 m break

Emergency Evacuation Procedures

Staff training in fire safety procedures 

No displays are permitted in this area 

Daily visual inspections that area is unobstructed
	. Monthly/termly formal inspections of the protected areas to ensure:

· fire doors are in good order i.e. close fully into rebates

·  Intumescent strips & smoke seals are intact

·  maglocks operating correctly

· evac chairs in good order if in use.
Records of inspections & remedial actions  maintained in fire log book

	Main Reception 
	
	Detection

Fire fighting equipment

Compartmentation

Emergency Evacuation Procedures

Staff training in fire safety procedures

Displays to be kept to a maximum of 3 m width with 1 m break

Good housekeeping

Security- signing in book security badge.


	Ensure all visitors & contractors are provided information on site’s fire safety procedures as they sign in.



	Overall risk rating:  In view of the above, the level of risk of a fire starting and risk of fire spread is considered to be low/med/high (delete as appropriate).  The school should address all the issues in the action plan to reduce these risks to an acceptable level.  On completion, the risk assessment must be reviewed and updated accordingly.  If there is a change of use/equipment/layout, etc, risk assessment to be reviewed and updated accordingly.


2.3 - Means of escape 
The means of escape in school have been checked to ensure that persons in classrooms, offices and ancillary spaces, have 

a) at least one door out of the space, 

b) two alternative routes out of the school building once outside the door where >60 people
c) from any point in any room, a maximum distance of thirty metres to a final exit door, which is one leading to the outside, or a protected area. 

The following is a general list of the rooms or spaces. 

	AREA 
	DESCRIPTION 
	COMMENTS 

	Classrooms 
	
	

	Hall 
	
	

	Kitchen 
	
	

	Offices 
	
	

	Toilets 
	
	

	
	
	


FIRE RISK ASSESSMENT ACTION PLAN

	
	LOCATION
	ACTION REQUIRED
	RESPONSIBLE PERSON
	PRIORITY
	DATE COMPLETED
	SIGNATURE

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


On completion of the above Action Plan, please forward copy to the Health & Safety Section, Hamilton Buildings, Conway Street, Birkenhead. CH41 4FD













�




















_1279351906.doc
[image: image1.png]






