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FIRE RISK POLICY & RISK ASSESSMENT 

	Name And Address Of Premises
	Community Action Northumberland 

Tower Buildings 


9 Oldgate Morpeth 

NE61 1PY 

	Use Of Premises
	Office Accommodation 

	Responsible Person In Control Of The Premises (or relevant part
	David Francis 

	Position/Role
	Director 

	Telephone Number
	01670 517178

	Date Of FRA
	01.10.10

	Date Of Review
	01.11.11

	Name And Relevant Details Of The Person Who Carried Out The FRA
	Carol Megson 

	Name And Relevant Details Of Any Competent Persons Appointed To Assist With Fire Safety Measures
	Carol Megson, Linda Frater , Margaret Tweddell, Louise Currie, Sue Andrew   


	General Statement Of Policy

	“It is the policy of Community Acton Northumberland to protect all persons including employees, customers, contractors and members of the public from potential injury and damage to their health which might arise from work activities.

The organisation will provide and maintain safe and healthy working conditions, equipment and systems of work for all employees, and to provide such information, training and supervision as they need for this purpose, will give a high level of commitment to health and safety and will comply with all statutory requirements.”

	Signed:
	

	Print Name:
	David Francis 

	Date:
	13.01.11


	General Description Of The Premises

	The main building is two storey comprising four large offices, two small interview rooms and a waiting room, lobby and WC on ground floor and further three offices upstairs and small kitchen area. A one storey extension leads from the rear of the main building and comprises four additional offices and a WC. The rear passage exit leads to the storage facility, a brick built lean-to with slated roof and rear door exit to the car park, capable of holding 3 cars. A public passageway runs along the side of our building allowing access to the main street and along the pathway to various other buildings and streets. One staircase runs internally with a further external staircase leading form the kitchen upstairs to the rear passageway exit. 

	Size of the premises 1624 sq m It is occupied between the hours of 8.00am and 6.00pm approx with a total number of persons employed in the premises at any one time being 9 plus a variable number of volunteers and visitors and clients who may resort to the premises at any one time.


	Fire Safety Warning Systems within the premises

	Fire safety systems in the premises consist of 5 detectors,3 Buzzers and 3 call points.  Fire alarm break-glass system to British Standard 5839, escape lighting to British Standard 5266.

Fire tests are done every week with a fire drill 6 monthly. 

The emergency escape lighting is situated in 9 areas there are no sprinklers.  This is maintained 6 monthly (3 Hour) with monthly checks by competent person. There are 3 main escape routes two on ground floor and one on upper floor.




	Safety Assistance

The responsible person must appoint competent persons to assist him in undertaking preventive and protective measures

	Are there adequate number of competent persons and arrangements in place to assist the responsible person in undertaking the preventive and protective measures?

One responsible person appointed, with one competent person assisting.  Sufficient training has been received by competent persons and also a further 7 individuals attended Fire Awareness training, that was open to all employees tenants and exec members. 

Co-operation between appointed persons is regular and house meetings are held at least 4 times a year to inform and instruct tenants of any changes. This information is then cascaded to volunteers and visitors to the building. Fire awareness training was offered to all tenants, staff and trustees. This training shall repeat every 3 years. 

All occupants of the building are aware of fire procedures and exit routes. Clients and visitors are assisted by the member of staff with whom they are visiting.   




	Means of Escape

	Ground Floor - two exits main entrance door 

                      - rear exit door. 

Top Floor      -  fire exit situated in kitchen, across roof space and down into back yard and out 


	Identify Fire Hazards

	& can any identified fire risks be eliminated, reduced or replaced?  YES 
Provide adequate heating facility to avoid use of portable heaters 

Paper to be stored in one central area rather than spread throughout building 

Boiler which is serviced regularly 
Combustible cleaning materials stored securely and safely

Portable appliance testing on all electrical equipment done regularly – no equipment used until tested.

Staircase open not able to confine but there is fire door at top prior to offices 

Large void above single storey extension - possible fire retardants partitions if available


	Identify and specify the location of people at risk in case of fire indicating any characteristics relevant to evacuation

	All individuals in situ at Tower Buildings are aware of fire procedures and means of escape.

Clients visiting CAB are spread over two floors but are with volunteers at all times, 

Clients or visitors to Tower buildings who may be in the waiting room would have to be encouraged to leave the building at the nearest exit if an emergency occurred.

Offices upstairs are occupied by two full time staff , downstairs 8 members of staff would be present at any one time. 3 at the front and five at the rear.




	Elimination or Reduction of Risks from Dangerous Substances


	· Adequate control measures are in place, chemicals used for cleaning are stored away and handled safely by specific employees.

· Control of ignition sources- No smoking policy in the building. 

· Suitable signage & safety information- any substance is clearly marked and stored 

· Particular account in risk assessment in respect of young persons- limited access to members of the public, items stored in restricted areas of the building. 




	Procedure for Serious and Imminent Danger and for Danger Areas












	· Fire drills are performed regularly 

· Sufficient number of competent persons to manage evacuation.
· Plans in place to allow immediate steps to be taken in the event of an incident occurring
· Fire awareness trained individuals 

· Information and signage present throughout building 

· Information needed to provide to accident and emergency services displayed at the premises




	Is effective means of escape provided and maintained?

	

	Emergency Routes & Exits



	· Emergency routes and exits are clear at all times 

· Signage is appropriate and adequate for all exits and routes
· Safe and quick evacuation is practised regularly
· Three emergency routes and exits, accessible for disabled and able bodied individuals.
· Both outward and inwards opening exits.
· All fire exit doors used correctly providing safe times for evacuation
· Emergency lighting in place and regularly serviced 



	Assess the adequacy of the means of escape, Fire Safety Signage, Fire Warning System, Emergency Lighting, and Firefighting Equipment

	

	Means of Escape – Evacuation

	· Control measures for any fire hazards are assessed regularly and amended where necessary
· The number and behavioural characteristics of occupants varies greatly and procedures are in place to ensure differences to the regular number of individuals present during evacuation has been addressed.
· The building comprises single offices and all doors are closed, this would reduce the spread of fire slightly. A fire door between floors allows the spread of fire to be maintained a little longer.
· Fire drills are practised without notice to ensure the time taken to evacuate is a minimum,
· In the event of a fire all persons can safely evacuate after taking into account the fire risks

· All offices lead onto central corridor
· All corridors are wide enough for two people and clear at all times 
· Two door openings are simple Yale locks and the third has a push bar for ease. 
· All escape routes lead to a place of safety
· Two possible stairways one of which is outside and concrete 
· There are three possible exits allowing provisions for people with disabilities



	Fire Safety Signs and Notices

	· There are sufficient fire exit signs on the escape routes

· Internal fire resisting doors indicated with “Fire Door-Keep Shut” notices

· Where necessary the fire exit doors have “Fire Exit-Keep Clear” notices

· There are general fire action notices displayed stating what to do in a fire situation

· There is fire fighting equipment indicated and available 

· There are signs indicating how to use door opening mechanisms i.e. “Push Bar To Open”


	Effective Fire Warning & Detection System & Firefighting arrangements inc Emergency Lighting

	· Fire warning system in place and serviced annually by Cormeton
· Audibility levels – All occupants can be alerted by the alarm this is tested every week 

· There are appropriate levels of detection a diagram is attached 

· Commissioning / Installation certificates available – e.g. current British Standard

· Emergency lighting system in place and serviced annually by Cormeton

· Lighting provides sufficient illumination for occupants to see the all escape routes, fire alarm call points and fire-fighting equipment clearly

· Appropriate levels and standard of fire-fighting equipment (FFE) for risks is available 

· FFE are hung on brackets, suitably positioned on escape routes and near exits

· FFE maintained by competent person every 12 months

· Suitable signage for FFE is provided

· Nominated persons and other competent persons are sufficiently trained in FFE available to them




	Co-operation and Co-ordination

	The responsible person and competent person co-operate to apply reasonable steps enable compliance with requirements and prohibitions imposed by, or under fire regulations. 

Steps are taken to inform other responsible persons and occupants of the building with regard to risks. Reasonable care is taken by all employees to prevent harm to others who may be affected by their acts or omissions whilst at work

Employees co-operate with their employer to enable compliance with any duty or requirement

There is a system whereby hazards that are identified by the employee are reported to the employer or other employee with specific responsibility for safety, these are then dealt with swiftly
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