Health & Safety Management Arrangements

for Fire Safety

Management and Employee Guidance

Introduction 

Wirral Council recognises its duty of care to employees and all reasonable steps will be taken to secure the health and safety of employees. These arrangements outline the roles and responsibilities of facility managers, managers, employees, fire marshals and fire co-ordinators with regards to fire safety and have been produced in accordance with ‘The Regulatory Reform (Fire Safety) Order 2005’ 
Facility Managers Responsibilities

Facilities managers within the Council will ensure that these arrangements are applied consistently within buildings under their remit, ensuring that;

· A detailed fire risk assessment is carried out for their building and any outstanding actions are addressed as per the facility managers handbook
· Fire risk assessments are communicated with the nominated fire co-ordinator (a fire co-ordinator should be in place for every building)

· All fire detection equipment and fire fighting equipment is inspected, tested and maintained as per the facility managers handbook 

· Suitable arrangements are in place to mitigate the effects of fire (see fire risk assessment) 
· The fire log book is completed after each inspection/testing of the fire detection equipment as per the facility managers handbook

· Fire drills are completed every 6 months and this is logged in the fire logbook

· Emergency lighting is tested as per the facility managers handbook and entered into the fire log book

· Formal building inspections are carried out to identify any potential fire hazards and action taken to control the hazards as per the facility managers handbook
· An adequate number of fire marshals and fire marshal deputies are in place for the building and in relation to the number of occupants (1fire marshal and 1 deputy for every exit)

· All fire related training is recorded in the fire log book
· There is adequate fire action signage in place within the building identifying what to do on hearing the alarm, the assembly or muster point and who to ring in an emergency (see appendix 2)

· There is a means of evacuating all employees and visitors from the building, consideration must be given to those with a temporary or permanent impairment (see facility managers handbook)

· The Councils Smoke Free policy is implemented and adequate signage is visible
Managers Responsibilities 

Managers at all levels within the Council will ensure that these arrangements are applied consistently within their own area of responsibility, ensuring that

· An inspection of their designated work area is completed at least bi-monthly identifying potential fire hazards; (see appendix 1)

· Any fire hazards are addressed and rectified, if the manager does not have the authorisation to act, then this should be flagged up to a Senior Manager /Facility Manager or the Fire Coordinator?
· All electrical/mechanical equipment used within their work area is inspected and maintained as per the manufacturers recommendations (See Health & Safety Management Arrangements for Use of Work Equipment and Health & Safety Management Arrangements for Portable Appliance Testing)
· A personal emergency evacuation plan (PEEP) is in place for any member of staff with a temporary or permanent impairment  

· Flammable substances are stored in minimal quantities and in a secure receptacle where possible (metal locked cabinet wherever possible)

· They inform the facility manager of any building issues which may have an impact on fire safety

· In buildings of shared occupancy they co-operate and communicate with other managers to ensure compliance with these arrangements (6 monthly fire drills, weekly testing of the alarm, adequate number of fire marshals in place etc)

· New employees are made aware of the emergency fire procedures for the building and receive basic fire awareness training (see appendix 4)

Employees Responsibilities

Employees have a duty of care for their own and others safety and should ensure;

· They notify the facility manager or their line manage of any potential fire hazard

· Any electrical equipment which they bring in to a council building is tested prior to use

· They do not interfere or misuse any fire fighting/detection equipment

· They follow any training or information provided on fire safety

· They fully cooperate with any planned or unplanned fire drills/tests

Fire Coordinators Responsibilities

Fire coordinators have a responsibility to ensure;

· They coordinate all planned and unplanned fire drills and liaise with the fire brigade

· They obtain feedback from employees/fire marshals and/or the public following a planned or unplanned fire drill 

· Any areas of concern following a planned or unplanned fire drill are addressed and if necessary action is taken to rectify potential failings (fire door blocked, area not checked, alarm not audible etc)

· They coordinate annual fire safety meetings and fire marshal refresher training, including in buildings of multiple occupancy 

· They ensure all fire marshals are provided with hi-visibility jackets 

Fire Marshals Responsibilities
 Fire marshals have a responsibility to ensure;

· They follow any training or information provided to them on fire safety and safe evacuation (see appendix 3)

· They complete a workplace inspection identifying any potential fire hazards and take action to address any hazards (see appendix 1)

· Ensure all fire fighting equipment is in place and not used for other purposes (e.g. f ire extinguishers propping open fire doors)

Links to other policies & arrangements

These arrangements should be read in conjunction with;

· Council Health and safety policy, which identifies the roles and responsibilities of all employees and managers

· Health and Safety Management Arrangements for Risk Assessment 

· Health and Safety Management Arrangements for Portable Appliance Testing

· Health and Safety Management Arrangements for the Control of Contractors

· Smoke Free Policy

Appendix 1 
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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(s)
	

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

	1.3
	Crash Bar 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/legible
	
	3.3
	Are Flexible Cables Positioned Safely?
	

	1.9
	Bomb Procedure Notice Prominently Displayed
	
	4.0
	Stairwell
	

	1.10
	Health & safety Arrangements displayed
	
	4.1
	Emergency 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
	
	5.0
	Fire Drills
	

	1.15
	Staff Identified In The Use Of Evac Chair
	
	5.1
	Fire drill in the last 6 months
	


ALL ITEMS MARKED ‘NO’ AND ANY NOTES FROM THE INSPECTION MUST BE RECORDED ON THE BACK OF THIS FORM

COMMENTS SHEET

ITEM No.



 COMMENTS


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Name of Marshal _______________Date_________________

SIGNATURE.______________________________________

CIRCULATION LIST:
1 copy to Line Manager

1 copy to be retained for records

(Appendix 2)
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Employee Notice
	[image: image2.wmf]
	    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.


Leave at once using the nearest safe exit


Go to the assembly point at


And report where you suspect a fire to the person in charge




Fire Alarm Test occurs at…… am every …..day.  If you hear the Fire alarm at any other time then please follow the actions detailed below
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2
IF YOU HEAR THE FIRE ALARM


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


Go to the assembly point at





Full details of the Fire procedures for normal and out of hours can be found in the Emergency Arrangements document located on each Health & Safety Notice Board
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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
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         (Appendix 3)

                          Wirral Council Fire Marshal Duties
This guidance has been produced for employees who have attended fire marshal training. 

It is the responsibility of every fire marshal to ensure they inform their own team/section/colleagues about the fire procedures for their work area. Fire evacuation procedures should be attached to notice boards around your building for staff to view, it’s a good idea for all staff to familiarise themselves with these arrangements.

New staff should also be made aware of the procedures for their work area; this can be done via an email or on a one to one basis, but it is vital that new staff are taken through local evacuation procedures.

Everyday duties of a fire marshal

Fire Marshals should always be checking:

· Any workplace fire hazards (boxes, rubbish, accumulation of paper etc)

· Obstructed fire exits

· Obstructed walkways

· Fire extinguishers are in place

Fire marshal duties during an evacuation

· Fire Marshals should ensure that the area they are in at the time of the fire alarm being activated is clear; they should NOT however return to a work area or go to a different floor to carry out their check. 

· Do not return for personal items or belongings however if your house/car keys are within grabbing distance it is advisable to take these with you. This is in case you are not permitted to enter the building for the remainder of the day.

· Fire Marshals should not let staff back into the building for what ever reason unless instructed by the Senior Fire Officer

Duties during an evacuation (if there is a clearance card system is in place)

· Fire Marshals should check the area they are in and take the clearance card for that area, this should be taken to the Senior Fire Officer (wearing orange jacket)

· If a fire marshal is unable to check an area thoroughly then assume it has not been checked and inform the Chief Officer that there may still be staff within that section.
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The 3 elements that are needed to start a fire are: 





Heat


Fuel


Oxygen





All fires will die if any one element is removed. Fire extinguishers were introduced to remove one of the 3 elements. 





This is why its important not to have large quantities of flammable substances on site and to make sure ignition sources are removed where possible i.e. No smoking.








Fire Safety Guidance


For Managers and Employees


Only fight small fires if trained to do so and always leave an escape route
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It is important to use the correct extinguisher for the type of fire. There are specific colour codes on extinguishers, which identify which type of extinguisher to use. It is VERY IMPORTANT to check this before using one. You should never tackle a fire unless you are confident to do so.








Extinguisher Practical





Select the appropriate extinguisher


Remove the plastic tag


Remove the handle Pin


Test the extinguisher


In a crouching stance move slowly towards the fire, pressing the handle in a sweeping motion left to right








Black=CO2      Beige=Foam        Blue=Powder     Red=Water    Fire Blanket





POWDER extinguishers may be used on nearly all types of fires; they are safe on electrical equipment, and very effective on burning liquid.





WATER extinguishers should be used on paper, rags, wood etc. it should NOT be used on any electrical equipment.





F





CO2 extinguishers are used on fires involving electricity, flammable gases and flammable liquids. 





FOAM extinguishers are used for flammable liquids like petrol





Fire blankets are for kitchen fires and they smother the flames (remove oxygen)





  Extinguishers are for assisting you if you need to clear an exit, you should NEVER   


  return to a building once you have left it
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                                                                                        Health, Safety & Resilience Team on 606 2071








Fire Safety Guidance


For Managers and Employees


Only use one fire extinguisher (if you need 2 then the fire is too big to tackle)











Employee Responsibilities


Clear any obstruction of fire escape routes


Any workplace fire hazards (accumulated waste)


Prevent locking and Obstructions of fire doors


Control improper use of fire extinguishers


Ensuring fire signs & equipment are kept clear








Fire Prevention


Good housekeeping (regular workplace inspections)


Correct storage of flammable substances and combustible materials


Fire detection equipment (fire alarms, smoke detectors, heat detectors)


Close fire doors (never wedge them open as they prevent smoke and fire spreading)


Good security so to prevent arson (see below)








Preventing Arson


Deny arsonists fuel – keep bins away from buildings and do not allow them to be overfilled


Challenge strangers in Council buildings (be polite)


Keep intruders out – Repair fencing as soon as it requires fixing to prevent unwanted access


One person responsible for closing premises


Safe storage of hazardous materials – Lockable purpose made containers (steel containers if possible)


Appropriate disposal of flammable substance containers and waste 








Evacuation Procedures;


Leave by the nearest exit (do not use lifts)


Close windows and doors (where possible)


Don’t try and save personal belongings


Report to the assembly/muster point 


Liaise with the emergency services (do you know


      who is responsible for calling the fire brigade?)   


GET OUT AND STAY OUT!








FIRE FACTS


Most fires start at night so make sure you turn all electrical appliances off.





Inhalation of smoke is the biggest killer in fires.











Fire Safety Questions; ask yourself the following questions, if you answer NO to any of them, then it is recommended introducing some new fire safety precautions.


Are formal documented workplace inspections carried out in your work place?


Has all portable electrical equipment in your work area been tested prior to use?


Are the emergency lights tested ton your building as per the facility managers handbook?


Are there trained fire marshals to assist in the safe evacuation of employees and visitors?





Test any door for signs of fire behind it before opening; touch the handle with the back of your hand for signs of heat





         


    





 For further information or advice please contact the 


                                                                                        Health, Safety & Resilience Team on 606 2071
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