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Introduction
Fire Organisation - Useful Contact Numbers

Section 1 - Fire Legislation

The Regulatory Reform (Fire Safety) Order 2005 (RRO)
Health and Safety (Signs and Signals) Regulations 1996
Licensing Act 2003

Where can help be obtained?

Section 2 - Fire Instruction and Training for All Staff

Fire Procedures

Discovering a Fire

On Hearing the Alarm

Calling The Fire and Rescue Service

Assembly and Roll-call

Staff Information and Instruction

Fire Action Notices and Procedures

The Responsible Person

Relevant Person

Fire Warden Training and Responsibilities of Fire Wardens
Fire Supervisors/Nominated Persons

Check Lists

The Location and Use of Portable Fire Extinguishers
Fire Safety Signs

Other Safety Signs

Fire Notice

Refuge Notice

Section 3 - Fire Safety Guidance and Check Lists for all Staff

Means of Escape

Escape Routes

Evacuation of People with Disabilities

Fire Alarms

Personal Emergency Evacuation Plan (PEEP)
Awareness in Relation to Escape Routes
Dead Ends and Inner Rooms

Fire Alarms

Fire Fighting Equipment

Emergency Lighting
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Awareness in Relation to Fire Procedures

Fire Safety Signs

Laboratories, Workshops and Outbuildings

Kitchens
Heating
Bunds

Outbuildings (General)

Building Work
General Areas
Electricity

Storage of Dangerous Substances

Refuse

Access for Emergency Services
Fire Safety in Residential Buildings

Oxygen

Section 4 - Fire Risk Assessment

Introduction
Part 1
Part 2
Part 3
Part 4
Part 5
Part 6
Part 7

Part 8
Part 9
Part 10
Part 11
Part 12

People at Risk/Means of Escape

Training

Fire Alarms

Fire Fighting Equipment

Identifying & Controlling the Fire Hazards

Reducing the Risk from Combustible Materials

Identifying and Reducing Quantities of Flammable Liquids
and Gases

Identifying and Reducing the risk from Structural Features
Special Risk Areas

Emergency Lighting

Arson

Fire Risk Assessment Action Plan

5-1 Section 5 - Fire Log Book Test Frequencies, Records and Test
Procedures

Records Index
Fire Log Form A
Fire Log Form B
Fire Log Form C
Fire Log Form D
Fire Log Form E
Fire Log Form F
Fire Log Form G
Fire Log Form G1
Fire Log Form H
Fire Log Form |
Fire Log Form J

Fire Alarm Break Glass Point - Weekly Checks
Fire Extinguishers

Location and Type of Fire Extinguishers
Maintenance of Fire Doors, Exits & Escape Routes
Emergency Lighting - Monthly Checks

Fire Drills

Staff Fire Instruction and Training

Personal Training Record

Hot Work Permit

Sprinkler Systems

Smoke Control Systems
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Appendix 1

Appendix 2

Appendix 3

Appendix 4

Appendix 5

July 2014

Fire Alarms and Detectors

Hose Reel Test - Contractor’s Report

Fire Extinguishers Test - Contractor’'s Reports

Register Of Highly Flammable or Toxic Materials Stored
or Used On the Premises

Fire Certificates/Premises Licence

Evacuation - Accounting for Personnel

Sprinkler System Test - Contractor's Reports

Smoke Control Systems — Contractor’s Reports, such as
Electronic Door Arrangements

Medical Devices, such as EVAC Chairs

Miscellaneous Contractors’ Reports

Fire Checkilist

Fire Drill Checklist

Debriefing Checklist

Personal Emergency Evacuation Plans (PEEPS)
Fire Extinguisher Guide
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Introduction

The aim of this document is to assist Managers to devise the most appropriate
arrangements in respect of fire safety and to provide general advice for all employees.
The information given in Section 1 should be used to provide instruction for all staff.
Sections 2 and 3 should be used to help managers to fulfil their legal obligation to
complete a comprehensive fire risk assessment.

In section 5, fire maintenance records are provided to record the findings of regular
inspection and testing of fire equipment. Records of tests undertaken by contractors,
such as those on extinguishers, hose reels, fire alarms and emergency lighting
systems should be kept in Section 6. Section 6N should contain a list of all highly
flammable or toxic substance kept in the establishment with details of their precise
location. This information will be invaluable for the fire and rescue service in the event
of an emergency. Examples of such materials are bulk storage of chemicals and/or
petroleum. Section 60 should contain all documentation issued in respect of statutory
requirements, such as Premises Licences.

An evacuation procedure for each building should be formulated for both fires and
emergencies. Once in place, it is of the utmost importance that the procedure is
followed rigorously in order that it will be fully understood. Staff should be aware of
their own individual responsibilities. Moreover, a member of staff should be nominated
to supervise all fire and emergency arrangements.

General safe practice to reduce the risk of fires should be recorded as establishment

policy. This will include such things as storage of flammable materials and ensuring
that fire doors are kept closed.
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Fire Organisation

The names of contacts and members of staff with particular responsibilities are
given below. Please insert telephone numbers as appropriate. For details of the
relevant competencies of each role, refer to Section 2, pages 2-4 and 2-5:

Manager/Headteacher: | Details

Responsible Person:

Fire Wardens:

Nominated Persons Fire alarm activation:
Periodic Tests:

Workplace Fire Inspection:

Property Help Desk: Contact Name/Telephone Number: 01670 624843
Electrical Engineers: Contact Name/Telephone Number:

Fire Safety Division: Contact Name/Telephone Number: 01670 621140
Fire Alarm Company: Contact Name/Telephone Number:

Fire Extinguisher Contact Name/Telephone Number:

Company:

Licensing Authority Contact Name/Telephone Number:

(Entertainment,
Petroleum etc.)

Other Relevant
Emergency Contacts
(Gas etc.)
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