Southampton City Council
Fire Safety Plan
Fire Safety Management Methods Statement

Premises

Date

The risk of an outbreak of fire will be kept as low as practically possible by ensuring good housekeeping practices, reasonable measures to protect against arson, adequate control of hazardous materials and, so far as is practicable, elimination of potential sources of ignition.

 An emergency fire evacuation procedure will be compiled for the building, notified to all employees and displayed on notices at prominent positions within the premises. Special regard will be had for the needs of vulnerable persons, e.g. the disabled and young persons.

Appropriate training on safe working practices and on the actions to take in the event of fire will be given to all employees at regular intervals, to include new and temporary staff.

An appropriate number of employees will be trained in the use of the fire fighting equipment provided at the premises. – Delete if no applicable
The emergency procedure will be rehearsed at regular intervals to ensure the arrangements are adequate and to identify any changes to the procedure and/or training that that might be required.

 Appropriate fire safety information will be provided to relevant persons, including the employers of any other persons, e.g. agency staff, who will work at the premises.

There will be liaison with any visiting maintenance contractors to ensure that any risks associated with their operations are kept to a minimum and that escape routes and fire safety systems remain in a usable condition. Contractors will be made familiar with emergency fire procedures before they commence work at the premises. See Managing Building and Maintenance Work
Emergency lighting will be tested for correct operation not less than once each month and be subjected to an annual full-duration discharge test and inspection by a competent engineer in accordance with current BS EN recommendations.

The fire alarm will be tested weekly and serviced by a competent engineer in accordance with BS EN recommendations at intervals not exceeding six months.

Fire extinguishers will be checked weekly for any obvious defects and to ensure they are correctly located. They will be serviced annually by a competent engineer in accordance with current BS EN recommendations.

The building will be toured at regular intervals to ensure, so far as is practicable, that all fire safety fittings and equipment are in a satisfactory and serviceable condition, that all fire resisting doors and door furniture are being maintained in good order, escape routes are unobstructed and free from storage and that combustible waste is not being allowed to accumulate.

The results of all tests and inspections of fire safety systems, equipment and fittings will be recorded in a log book which will be kept available for inspection by the Fire and Rescue Service at all reasonable times.

 A competent person will be nominated to ensure that fire safety at the premises is managed in accordance with this policy.

Employee Responsibilities
Employees have a duty to take all reasonable steps to ensure they do not place themselves or others at risk from fire. They are required to comply with the instructions contained within this plan and to co-operate with any persons having specific fire safety responsibilities.

If an employee becomes aware of any deficiency or defect concerning fire safety systems, equipment or fittings or of any shortfall in the training with which they have been provided the employee should bring it to the attention of their line manager.
Wilful tampering with or misuse of fire safety systems, equipment or fittings or a failure to comply with the requirements of this policy will be regarded as a serious matter.

Notifying changes to the Plan
All employees will be informed of any changes which are to be made to this plan before such changes come into effect.
Visitors and maintenance contractors

All visitors to our premises, including persons employed to carry out maintenance work, have a right to feel safe and are entitled to have their safety from fire safeguarded by not being exposed to any unacceptable risk.

While every effort will be taken to prevent an outbreak of fire it is nevertheless our duty to make provision for the safety of visitors should an emergency arise. The following measures are

intended to achieve this.

Accompanied visitor

Where a visitor is to be accompanied by a member of staff at all times while they are at the

premises it will be the responsibility of the member of staff to guide that visitor from the premises and lead them to the assembly point should an emergency arise.

Unaccompanied visitors

There may be occasions where a visitor will not to be accompanied by a member of staff all the time they are at the premises. All unaccompanied visitors must be briefed on the emergency fire procedure for the premises and on any specific risks to which they might be exposed as soon as they arrive and before they commence work.

Visitors book 

All visitors, including maintenance contractors will be required to sign the visitors‘ book on their arrival and sign-out upon departure. This book will provide an important record of visitors who are at the premises should an emergency arise and assist in ensuring that visitors are accounted for.
Managing Fire Safety

Irrespective of the size of a building or the use to which it is put, it will require an adequate standard of fire safety to safeguard all persons who work at the site, visitors to the site and other persons who are not actually at the site but who might otherwise be put at risk if a fire occurs. The type and complexity of these measures will depend upon a number of factors such as the risk of a fire breaking out, the capabilities of persons who might be put at risk and the size and type of construction of buildings. In general, higher risk premises will require a more intensive standard of fire safety than lower risk premises.  Whatever the level of risk at your premises, good management of fire safety will help to ensure that any fire safety issues that arise are promptly and effectively dealt with.

Who is responsible?

The Regulatory Reform (Fire Safety) Order 2005 (the Order) makes the “responsible person” ultimately accountable for ensuring there is adequate management of fire safety at a site under his or her control. The Order also makes provision for one or more other persons to be tasked with the day to day supervision and control of fire safety, on behalf of the “responsible person”.

In larger premises it is good practice for a senior manager to have overall control of fire safety and it may be appropriate for this responsibility to be placed with the manager responsible for general health and safety. In smaller premises the responsibility for fire safety might be held by another person. Whoever undertakes the task of fire safety manager, it is important that he or she is suitably competent and has a clear understanding of the role and that they are given adequate time to perform their duties.

Fire safety policy
The Southampton City Council Fire Policy is available on the Fire Microsite
Reducing the risk to as low as practically possible

This involves controlling waste, eliminating potential sources of ignition wherever possible, exercising good housekeeping and storage practices, taking steps to reduce the risk of arson and, where appropriate, ensuring the safe storage and handling of hazardous materials. It is also important that staff are trained in safe working practices, especially where highly and extremely flammable materials are present. Where hazardous materials are used at a site, substituting them with equivalent but less hazardous substances should be explored.

Controlling risks caused by builders and maintenance contractors

Each year a number of fires occur during building and maintenance work. It is therefore very important that you make yourself familiar with the type of work to be carried out together with the location and expected duration prior to commencement on site. Close liaison should be maintained with contractors for the duration to ensure risks are controlled and exit routes remain unobstructed and usable. See Managing Building and Maintenance Work
Providing adequate information to staff and other relevant persons

All persons at work at a premise, including any contractors and temporary or agency staff, should be made aware of any risks to which they might be exposed and of the measures which have been provided for their protection. Additionally, the Order requires that, where hazardous materials are present, adequate information must be made available to accident and emergency services.

Training in emergency procedures

All persons at work should receive training in the procedures to be followed in the event of an emergency arising. Training can be broadly categorised as follows:
Induction training at the time a person is first employed.

Periodic refresher training in emergency procedures and safe working practices
Training for either all or selected members of staff in the use of fire extinguishers or other fire fighting equipment provided. Delete if required
Training when new risks are introduced into a workplace.

Training should be supplemented by periodic emergency evacuation drills to test the emergency procedures and identify any changes to the procedures which might be necessary.

Maintenance of fire safety systems, equipment and fittings

There should be a suitable maintenance regime in place for maintaining, checking and testing all component parts of the fire safety arrangements which will include some or all of the following:

· Fire alarm.

· Emergency lighting.

· Fire extinguishing equipment, e.g. fire extinguishers.

· The condition of the general fabric of the building including fire resisting doors, partitions, ceilings, etc.
· Self-closing fire doors and fire seals on fire doors. 

· The condition and stability of staircases.

· Regularly checking escape routes and exit doors to ensure they are unobstructed and capable of being easily opened in an emergency.

· Checking the condition of emergency signs and notices to ensure they are correctly located and are not obstructed or defaced.

There may be other measures specific to individual buildings which require periodic maintenance. These will be identified in the fire risk assessment.

Keeping a record

To assist you in managing fire safety it is important that adequate records are kept of tests, checks and maintenance of all fire safety systems, equipment and fittings. Accurate records will identify when maintenance is due and also provide a history of defects and remedial work undertaken. Very importantly, adequate records will contribute towards providing evidence that you are meeting your obligations under the Order should a Fire and Rescue Service inspector request such evidence.

Fire risk assessment

In addition to a duty to carry out a fire risk assessment, the Order requires that the assessment is reviewed at regular intervals. The person responsible for managing fire safety should programme the review well in advance to ensure the planned review date is met.

Where significant findings concerning the management of fire safety have been identified, the recommended remedial measures are detailed in the Action Plan of the Fire Risk Assessment.
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