Fire Safety Management

Fire action

Any person discovering a fire
1 Sound the alarm.
2 I o ol fire brigade.
3 Attack the fire if possible using the
appliances provided.

On hearing the fire alarm
4 Leave building by [ s
5 Close all doors behind you.
& Report to assembly point.

Do not take risks
Do not return to the building for any
reason until authorised to do so.

Do not use lifts.




Aims

Fire Safety Legislation

Nottingham City Council’'s Safety
Policies and Arrangements

Principles of Risk Assessment
Carrying out a Fire Risk Assessment
Fire Log Book
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Fire Management

A Building Responsible Manager MUST be appointed for
each Premise and a fire risk assessment carried out.

All Fire Risk Assessments must identify:

— Fire hazards

— Individuals at risk

— Fire management systems
— Training

— Deficiencies

— Significant findings

The Fire Risk Assessment should be reviewed
annually.
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The Regulatory Reform (Fire Safety) Order

 Emphasise preventing fires and reducing
risk.

* “The responsible person” must ensure
the safety of everyone who uses the
premises and in the immediate vicinity.

» Stronger emphasis on Fire Risk
Assessment.
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The Regulatory Reform (Fire Safety) Order

* Notts Fire and Rescue given stronger
enforcement role.

* Formal inspections according to risk.

* Corporate Safety Advice / Corporate
Maintenance should be first contact for Fire
Safety Issues.
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Rosepark Care Home, Scotland
14 dead




What Actions?

Care Homes and Day Centres are
different

Vulnerable people
Mobllity problems
Know your procedures
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Further Information

Downloads

Fire Management & Precautions
2 Guidance &

This section of the safety manual gives information for managers Information: Fire
Precautions [141kh]

oh what is needed to comply with City Council requirements. More, = Fire Log Book (Ful

detailed information on this subject can be found within the Document) [356kh]
Downloads section. & Emergency Evacuation
procedures for Loxley
. . . . . House [150kh]
Fire management relies on ensuring suitahle arrangements are in place to B Easterof Denot - Fire
enable the safe evacuation of people from any site. To achieve this, managers ~ Frocedure [gp1 kb
need to undertake a fire risk assessment and ensure that their fire alarm system B e Training - Fire

Warden [2hh]

@] HotWork: Permit to
Wiark Farm [69kh]

and ather fire management systerns is tested and those tests are recorded.

Fire Log Book

Fire management is achieved by ensuring that
the fire Iog book is kept up to date. This
document includes the 'Fire Risk Assessment’

Related Pages

Fire Log Book Forms

which must be completed with your Fire‘ actiOI'I
information. Itis supported by a set of log : ' -

o Any person discovering a fire Fire Risk Assessment
sheets that need to be maintained and ] Soundibeslam. Farm
completed as wvarious checks and tests are A fpaﬂ;;:mhln-u‘hlfgir;ﬂ.!

completed. On hearing Fire Safety Guides

ve b route.

Manager Information

e “ou must complete the Fire Risk
Assessment
s Ensure the various checks and tests are
undertaken and recorded in the 'Fire
Log Book' (this is a duty you can
delegate to properly trained employees)
Ensure that all persons onyour site are able to evacuate or be mowved to
a place of safety. If required, complete a 'Personal Emergency
Ewacuation Plan' (PEEF) for staff requiring additional support

Employee Information

Maintain good housekeeping and keep rubbish build up to a
rminimum

Report any fire issues or potential concerns to your manager
Evacuate the building upon the fire alarm being activated and
know the safe routes, emergency exits and evacuation point for
your workplace

Please note, if the fire alarm activates and a fire is suspected, you must contact
the Fire Brigade to ensure that thew attend. The assumption that the monitaring
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ire Safety Guides : Nottingham City Council - Windows Internet Explorer

6&; - I hkbp: i/ gossweb, nottinghamcity gov, uknccextranetfindes:, aspx Farticleid=265% j |¢?|| X |
J File Edit View Favorites  Tools J x @Open in pdfCocs compareDocs -

- . 33
o7 Favorites Fire Safeby Guides : Nottingham City Council J S5 - B - ) g - page - Safety - Took -

My Nottingham Intranet

Home AtoZ Email Noticeboard Phone book Quick links Team sites Website Q
You are here: = | Intranet H

Fire Safety Guides

Fire Safety Guides These guides were produced by the Fire Service to assist employers to understand the
requirements of the Regulatory Reform (Fire Safety). Fire Reference Guides These guides

were produced by the Fire Service to assist organisations to understand the technical
requirements of the Regulatory Reform (Fire Safety) Order 2005,

compliments
& C urr1p|.*|'1t >

onlme form Fire Reference Guides

= Entry Level Guide - A Short Guide to Making Your Premises Safe [323kb]

7¢ Add to my favourites « T Guide 1 - Offices & Shaops [2Mb] T
. . . 'E, Guide 2 - Factories & Warehouses [2mB] ;:h;"t’aﬁ:;;
Did you find this content « T Guide 3 - Sleeping Accommodation [2MB] making your premises
useful? Tell us what you think... - ) ) ) ) safe from fire
e T Guide 4 - Residential Care Premizes [2hha]
. ' . « T Guide 5 - Educational Premises [1hb]

Good Average Poar e T Guide 6 - Small and Medium Places of Assembly [2ib]
e T Guide 7 - Large Place of Assembly [1hh]
« T Guide & - Theatres & Cinemas [2mh]
« T Guide 9- Open Air Events & venues [1Mb]
. 'E, Guide 10 - Healthcare Premises [3hh]
« T Guide 11 - Transport Premises & Facilities [2mb]
« T Guide 12 - Animal Premises [2mMo]
« T Supplemental Guide - Means of Escape for Disabled Persons [1ha]

City Council

A safe, clean, ambitious Nottingham




e Log Book Forms : Mottingham City Council - Windows Internet Explorer

=

hikkp: il gossweh, nottinghamcity, oy, uk) niccestranat findes, aspx articleid=5551

j‘fﬁ

J File Edit View Favorites  Tools

JX MOpen in pdfDocs compareDocs -

o7 Favorites

Fire Log Book Forms : Mottingham City Council |

Page » 3Safety » Tools =

B - & p= -

Hawve
Your

Say.. K
online form

T Add to my faveurtes

Did wou find this cortent useful?

Tell us what you think...

@U@

Good Awverage Poor

TMETis,
compliments
& complaints

Fire Log Book Forms

This section contains the various forms that are located within the
'Fire Log Book" and need to be completed as testing and training

Information Sheet on Fire Management' and
the completed 'Fire Rish Asseszment'.

Forms for Locally Responsible
Persons (managers and staff with

takes place. Your fire management system needs to be supported by
a completed ‘Fire Risk Assessment”

The Fire Log Book

The fire log book not only includes the forms
that are identified within this section but will
alzo need to include the "Guidance and

] Fire Log Book (Full) [2ME] (0 . Fe oA

[A2gkb])

delegated duties)

) Fire Alarm System - Record of Tests [176kb] (T2 . [2SKBE])
) Unplanned Activation of the Fire Alarm System [196kb] (T8 . [21KB]D
) hanthly cheds of the Final Exit Doors [195kb] (T8 . [21kb]D

] hanthly Emergency Lighting Test by the Occupier [198kb] (& . [@1kb])
) Fire Instructions: Record of when Given [150kb] (T . [93k0])

] Evac Chair Training and 3 Monthly Practice [191kb] (71 . [2dkb])

] Emargency Evacuation and Drills [1634b] (T . [3kb])
] Staff attendance at Emergency Evacuation Drill [140kt]

2 [E2kb])

Forms for Competent Persons e.y. (Service Engineer & Fire
Safety Officers etc)

) Fire Alarm System: Test, Repair and
Servicing [152kb] (TR . [22kb]

) Hoze Reel Test and Repair [153kb] (2] .
[92kb])

] Fire Extinguisher- Record of Test, Inspection,
Fefill & Repair [156kb] (75| . [2<bb])

i) Emargency Lighting Tests & Repairs:
Luminaires, Standby Batteries and Invartars
[180kE] (TE . [22kb])

] pizoellaneous Equipment - Recard of Tests
and Repairs [150kb] (T . [32kb])

W) Sprinkler Systern: Record of Test [157kb] (T2 . [30kE])

Dowmlozds

] Fire Risk fesessment
[222kb]

'] Documet - Fire Lo
Brok (Fully [2hh]

Related Pages

Fire hanagement &
Precautions

dl bl




Training

Who should receive training?
 Management

 Employees

What training should they receive?

According to your risk
assessment...




Management of Health and Safety at
Work Regulations 1999

Regulation 13 — Capabilities & Training

* ‘Managers shall be aware of relevant
legislation and be competent to manage
health and safety effectively’

 ‘All employees, including senior
management, shall receive relevant
training’

' Nottingham
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Fire Log Book

Fire Log Book:

Weekly test fire alarm

Monthly test emergency lighting
Servicing alarm / emergency lighting
Fire evacuation drills

Stalff training records — Fire wardens / fire
awareness training

Unplanned activations of fire alarm
Evac chair operators
Copy of Fire RA

Nottingham
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Fire Alarm System - Record of Tests
(To be completed by occupier / local responsible parson)

§ Nottingham
224 City Counci

(If a direct link to the fire service is installed, inform Cantral Control beforehand so that appropriate action
can be taken to prevent the fire service turning out unnecessarily.)

Date

Automatic

Automatic
Fire Alarm Door
Relaasas Detectors
I:Lﬂ_:f;m Eaficfactory | Sefisfactory | Location | Satiefactory
or Number Yesl o fes /e e | Tl

Remedial Action Taken

Pleaza Ensura W here Approprata
Call Cenire Acknowledges Testing
(0f Alam

Signature

-

Nottingham
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Unplanned Activation of the Fire Alarm System

e.g. fire or false alarm
(To be completed by occupier/ local responsible parson)

2% Nottingham
=24 City Council

Date

Cause of Activation

Remedial Action Taken

Signature

=

Nottingham
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Monthly Check of Final Fire Exit Doors

£

(To be completed by occupier |/ local responsible person) o City Council
Check to ensure they can be easily opened and are not obstructed or stuck in their frames
. Satisfactory A .
Date Location/s Yes/ No Hemedial Action Taken Signature

-

Nottingham
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Monthly Emergency Lighting Test by Occupiet

(To be completed by occupier/ local responsible parson)

& Nottingham

SI City Council

Date

Location's

Satisfactory
Yes/No

Remedial Action Taken

Nottingham
City Council
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Whean employaas sign this, they are acknowladging that they have receivad and undarstood the training
given.

Fire Instructions - Record of When Given

(To be completed by occupier / local responsible person)

Instruction Signature Cf Employee | Signature Of
L Duration Sl L Receiving Insfruction Trainer

¥

Nottingham
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Evac-Chair Training - Trained Personnel
(To be completed by competent person)

When person receiving instruction signs this document, they are acknowledging that they have received
and undarstood the training given.

4 Nottingham
=4 City Council

Date

Instruction Duration

Person & Department Receiving
Training

Signature Of Trained Person

Evac-Chair 3 Monthly Practice

(To ba completed by occupier/ local trained responsible parson)

When person receiving instruction signs this document, they are acknowledging that they have received
and understood the training given.

Date

Instruction
Duration

Persan
Undertaking
Refresher

Problems Identified And Remedial
Action

Signature

-

Nottingham
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Emergency Evacuations & Drills

(To be completed by occupier/ local responsible person)

">’ Nottingham
Clt*,f Council

(if a diract link to the fire servica is installed, inform Central Control beforehand so that appropriate action

can be taken to prevent the fire servica turning out unnecessarily)

Dafe | EVEC. | Evac.or — Evacuation Observed By
Time il wape | COMVENTS/ Incidant Report | gyopsri 1o
No. Wharo Applicable) -

Nottingham

78 City Council
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(If a direct link to the fire brigade is installed, inform Central Control beforehand so that appropriate action can
be taken to prevent the fire brigade turning out unnecessarily)

Staff Attendance - Emergency Evacuation Drill

(To be completed by occupier/ local responsible person)

Date of drill

Evacuation time

Location/s

Name
Evacuation
observed by | Signature

Comments on evacuation drill / items raised at debrief:

Full list of staff attending fire evacuation dril

Nottingham

t:2 City Council



Fire Alarm System - Test, Repairs & Servicing

(To be completed by competent person e.g. service engineer)

£7 City Council

Date

Equipment

Reasan For
Visit

Action Taken

Signature

Nottingham
City Council



Hose Reel Tests & Repairs

(To ba completad by compatent parson e.g. service enginear) 2 C|w Council
Hose Resl
Date | LocafionOr | Working | Problems Identified And Remedial Actions Taken |  Signature
Number Y/N

Nottingham
City Council



Fire Extinguishers - Record of Tests,

¥

Nottingham

Inspections, Refills and Repairs 24 City Council
(To be completad by compatent parson e.g. sarvice enginear)
Location, No. or .
- Inspected or | Safisfactory S .
Date | Test Cﬁgﬂﬂtﬂtﬂ Tested Yes/ No Remedial Action Taken Signature

¥

Nottingham
City Council



Emergency Lighting Tests & Repairs:

Luminaires and Standby Batteries and Inverters
(To be completed by competent person e.g. service engineer)

g Nottingham

8 City Council

Date

Equipment

Type, location
o number

Waorking
Yes/ No

Description of fault

Remedial Action Taken

Signatura

¥

Nottingham
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Miscellaneous Equipment - Record of Tests and

Repairs
(To be completed by compatent person e.g. service engineer)

-8 Nottingham
5 <08 City Council

Date

ltems Tested

Satisfactory
Yes/ Mo

Remedial Action Taken

Signature

Nottingham
City Council



Sprinkler System - Record of Test
(To be completed by competent parson e.g. service engineer)

Date

Water Gauge
Pressure

Air
Pressure

Satisfactory
Yes/No

Satisfactory
Yes/No

7§ otingham

‘58 City Council

Pump  Diesel Stop
Cutln  Engine Batteries Valves
Pressure | Restart Zone

Valves

Signature

¥

Nottingham
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Procedures by The Occupier (Local Responsible Person)

Equipment / Actions Interval Actions to be taken To be Recorded
betwean tast in this book
Fire Alarm System
- Visual inspaction of pansl to ensure correct operation and no faults are
Panel Check Draiby indicated Mo
Operation of test switch and activation of system in accordance with
Al Tast Woak manufacturers recommendations / instructions. W
arm les eakly Whera call points (break glass) are installed, the alarm system should es
be tested each week by using a differant call point in rotation.
Automatic Fire Weokly Ensura that they close correctly when the fire alarm system is tested. Yes
Doors Doaily Residential premises must check fire doors are shut overmight Mo
Emergency Lighting
Dai Visual check of meon indicator or the light itsalf where the emergency N
aity light is on permanantly o
Luminaires Teast the operation of the emergency light o ensure correct operation in
Maonthiy accordance with manufacturers recommendations / guidance using the Yes
test kay
Fire Doors / Fire Emergency Exit Routes
Check to ensure that the doors are not obstructed and close correctly
Intermal Draily onto the rebate or have sustained damage. Mo
Vision panels must not ba obscured.
Final Fire Exit Doors Manthily Check to ensure they can ba easily openad and are not obstructad or Yas
(to outside) stuck in their frames
Exit routes Draiby Ensura all amergency routes are not obstructed Mo
Fire Fightimg Equipmemnt
Fire Extinguishers Diaiby E_nsure in the cormrect location and that they have not been damaged or Mo
discharged
Extinguishar Check Annual Check that all extinguishers have been checked and dated Mo
Fire Hose Real Doaily Ensurg that no leaks are present and that damage has not occurred Mo
Diry Bisers Draiby Ensurg that they are accessible and signed corractly Mo
Fire Drills
Full evacuatiom of the properly in accordance with the building's
Fire Drills Af least evacuation procedure or as risk assessod. Yos
annually In certain locations it is recommended that fire drills are undertaken at
more regular intervals e.g. 1 per school term.
Fire Signs
Signage [ Daity [ Wisual check to ensure all signs are in place Mo
Ewvac Chairs
Eguipment Daily Visual check to ensure the evac-chair is comectly located Mo
Training 3 Maonthly | Trained persons to carry out practice sassion with the evac chair Yas
Maintenance / Fault Beporting / Competent Engine ars
Damage atc r:gr?tl}ied Any faults or defects must be reported and recorded in the log book Yes
Fire and Other Alarm Activations
Fire When Must be recorded in the log-book and appropriate persons informed i.e. Yos
Identified Line Manager, Safety Advisers” Unit (see G&I no. 18)
When . - -
False Alarms Idantifiad Record in the log book and arrange investigation Yas

Nottingham
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Record of Actions by a Competent Person e.g. Service Engineers

Equipmant/ Interval Actions o ba taken To ba Recorded
Actions batwean tast in this book
Fire Alarm System
Alarm System Quarterly | Routing Sarvice Yes
gic:;;nanc i Quarterly | Check doors for corract operation Yes
Call Points  Break o
ass) Quarterly | 25% per visit Yes
Fira Detaction Systems
Haal Dalactors Quarterly | Houtina Sarvice Yes
Smoke Datectors | Quarterly | Routine Servica Yes
Emergency Lighting
Luminaires 6 Monthly | Routine Service alternating 1hr and 3 hr tast Yes
Batteries | Back up Generators
Salf containad /
central battary 6 Monthly | Routine Sarvice Yes
systams
Fire Fighting Equipment
Fira Exfinguishers | Annual Routine Service Yes
Fira Hosa Real Annual Full sevice and tast Yes

Nottingham
City Council



Fire Log Sheets

Contents

The following log sheets must be completed by the accupier / responsible person where applicable:

+ Fire and false alarm report form

Fire alarm system - record of fests

Unplanned activation of the fire alarm system

Monthly check of final fire exit doors

Fire instructions - record when given

Evac chair training - trained personnel and 3 monthly practice
Emergency evacuation and drills

Staff aftendance - emergency evacuation drill

The following sheets must be completed by service engineer:

+ Fire alarm system - test, repairs and servicing

Hose reel tests and repairs

Fire extinguishers - record of tests, inspections and repairs

Emergency lighting tests & repairs: luminaires, standby batteries and inverters
Miscellaneous equipment - record of tests and repairs

When any work on site that is going to produce heat / flame, a hot work permit needs to be
completed by the contractor and the occupier/ responsible person.

+ Hot Work Permit

-]
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Any Questions?




