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	FIRE SAFETY MANAGEMENT POLICY 


Document Overview
	Purpose
	We are a responsible employer and take our fire and safety duties seriously. We have formulated this policy to help us comply with our legal obligations to staff and visitors under the Fire Safety Order (2005). These include the provision of a safe place of work where fire safety risks are minimised. Due to its importance, this Fire Safety Management Policy forms part of our overall Health and Safety Policy. Our priority at all times is the safety of individuals.

	Confidentiality
	This document is not confidential.
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	Status note
	DRAFT TEMPLATE FOR PARISHES

	Distribution
	All employees
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2. Fire Marshal and Evacuation Responsibilities

Fire Marshal Duties

2.1. The Fire Marshall duties and responsibilities are documented in Appendix 1.  In the absence of any personnel, the Fire Marshals who are present will assign duties to other staff.
Health and Safety Officer/Fire Officer

2.2. NAME
Fire Marshals
2.3. NAMES
2.4. First Aid and Registration
2.5. NAME will collect the Staff signing-in board and first-aid kit as he/she leaves the building. 

2.6. Qualified First Aiders are:

NAMES
3. Employee Duties
3.1. All employees have a duty to take reasonable steps to ensure that they do not place themselves or others at risk or harm.
3.2. All employees are expected to co-operate fully with any procedures that may be introduced as a measure to protect the safety and well-being of staff and visitors.
4. Communication
4.1. All employees will be kept informed by the NAMED HEALTH AND SAFETY OFFICER/FIRE MARSHALL of any relevant changes to fire safety procedures or fire risk assessments.

5. Structural Arrangements within the Building

5.1. The stairs and the central core area of the building are protected by fire doors; these fire doors should not be left open at any time, always close them behind you.  In the event of a fire these provide a safe exit route from all areas of the building.  The exit routes have emergency lighting that will illuminate in the event of a power failure.  The building is fitted with smoke detectors that, if triggered, will set off the fire alarm and activate the sounders.  The alarm system is connected to the Fire Services who will automatically be alerted.

6. Procedures
6.1. The following procedures are in place to ensure high standards of fire safety. 

6.2. Fire risk assessments have been undertaken and are reviewed regularly. However, other reviews will occur if there are changes that will impact on them. These may include alterations to the premises or new work processes. Fire risk assessments are carried out by the Health and Safety Officer. 

6.3. The fire evacuation procedure will be practised at least 2 times a year. A record will be kept of the date and the time taken to evacuate the buildings. 

6.4. Evacuation procedures are posted prominently on every notice board. 

6.5. Training will be provided, as necessary, to any staff given extra fire safety responsibilities such as Fire Marshals. 

6.6. All new members of staff and temporary employees will be given induction training on how to raise the alarm and the available escape routes.
6.7. All escape routes shall be clearly signed and kept free from obstructions at all times. Escape routes shall be checked weekly by the Health and Safety Officer or their delegate. 

6.8. All fire extinguishers will be serviced and maintained annually by a suitable contractor.

6.9. If any employee notices defective or missing equipment they must report it to the NAMED HEALTH AND SAFETY OFFICER/FIRE MARSHALL. 

6.10. Alarms are tested every 2 weeks. 

6.11. Emergency lighting is checked every 6 months by a suitable contractor and monthly by the Health and Safety Officer or their delegate. 

6.12. All visitors must be logged into the Visitors Book on arrival on site. 

Emergency Evacuation Procedure
6.13. If a member of staff discovers a fire, raise the alarm immediately using one of the break glass call points, this can be activated by pressing hard against the glass with your thumb.  If appropriate and adequate training has been given, locate the nearest suitable fire extinguisher and use it to attempt to put out the fire.  This should only be done for a short time.  If the fire does not immediately respond, evacuate. 

6.14. The evacuation procedure is the same for any emergency.  In the event of an emergency other than fire the Fire Alarm will also be activated.
6.15. In the event of the electrical fire alarm not working (e.g. during a power cut).  Members of staff should raise the alarm by telling the nearest Fire Marshal.  The Fire Marshal will sweep the building informing all staff that they need to exit the building.  They will advise all other Fire Marshals to allow them each to fulfil their duties.

6.16. Remain calm and listen to the instructions of the Fire Marshals at all times.

6.17. Unless you have been notified that the alarm is being tested, if you hear the alarm leave the building as quickly as possible.  Do not wait to collect belongings and do not run.  Visitors should be looked after by their hosts.

6.18. The exit routes are clearly marked so leave the building via one of these exits.  The first fire exit is LOCATION.  If this is not accessible the second fire exit is LOCATION, these doors will automatically be unlocked once the fire alarm has been activated.

6.19. If the way out of the building is blocked:

vii. With other people gather in a room at the front on the building, or if not possible a room with a window where you can close the door and are safe.  This should be on the lowest floor possible to allow easier rescue if necessary.

viii. ii) Close all doors behind you.

ix. iii) Attract attention; stop any smoke coming in through cracks; and when people know you are there, close the windows so that the oxygen does not attract fire.

6.20. The Fire Marshals will quickly sweep the building to ensure it is clear. 
6.21. After leaving the building go immediately to LOCATION.
6.22. At the relevant assembly point, a roll call will be carried out to check that all staff that were known to have been in the building and all visitors are accounted for and the NAMED HEALTH AND SAFETY OFFICER/FIRE MARSHALL  will be informed.

6.23. The NAMED HEALTH AND SAFETY OFFICER/FIRE MARSHALL (or deputy, another Fire Marshal) will meet the emergency services and inform them of the site of the fire or emergency.

6.24. No one will be allowed back into the building until the emergency services give the all clear to the NAMED HEALTH AND SAFETY OFFICER/FIRE MARSHALL. 

�Amend as necessary
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