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1. Introduction
The objectives of this policy are:

a) To ensure that staff, contractors and visitors to our premises are safeguarded from injury or death in the event of fire. 

b) To have maintenance arrangements in place for systems and suitable procedures to minimise the risk of fire starting and fire spreading. 

c) To reduce the potential for fire to disrupt our business, damage premises or harm the environment. 
2. Legal Requirements

This Policy has been created to ensure we comply with relevant Fire Safety legislation and standards, including The Regulatory Reform (Fire Safety) Order 2005.

3.  Responsibilities

The Managing Director is the person who is ultimately responsible for ensuring that we comply with all statutory fire safety requirements.  

The Managing Director is responsible for ensuring that up-to-date fire risk assessments are in place, staff are suitably trained and the fire installations are maintained to a satisfactory standard. 
All Staff and their Visitors must make themselves fully aware of the “Emergency Plan For Visitors".  They must take care not to put themselves or others at risk, must follow instructions and to report any faults or shortcomings in fire safety arrangements.  Everyone has a duty not to damage or deliberately misuse any equipment provided for fire safety.

	
	Sign here
	
	

	
	 (Managing Director)
	
	Date


4.0 Arrangements

4.1 Fire Risk Assessments

Fire Risk Assessments will be carried out on the building regularly and improvements that are needed are completed within acceptable timescales. 
An Emergency Evacuation Procedure takes account of the findings from the Fire Risk Assessment, and is at the rear of this document.

Fire Risk Assessments and Emergency Evacuation Procedures are reviewed at least annually and updated as necessary.

4.2 Training and Instruction

All new staff, (Including temporary staff) will be given initial fire action procedure training by a Responsible Person.
Designated staff will be trained in the use of fire extinguishers.  
Appropriate information on fire hazards, precautions and emergency arrangements is provided to visitors on arrival to our workplace. 
Training at all levels will be refreshed on an annual basis, and records of training will be kept.

4.3 Monitoring of workplace
We will;
a) Ensure the regular maintenance, inspection and testing of all fire safety installations and fire fighting equipment.

b) Maintain fire exits and escape routes free from obstruction and ensuring that fire doors operate normally.

c) Ensure that the building is subject to periodic Fixed Wiring tests in accordance with current regulations and that Portable Electrical equipment is tested at appropriate intervals.

d)
Improve the significant findings identified during the Fire Risk Assessment.
4.4 Fire Evacuation Drills

We will arrange fire evacuation drills for the building at suitable frequencies.  
Evacuations will be held at varying times to take account of differing work patterns.

4.5 Maintenance, Testing and Records

Adequate records of all installations, inspections and tests will be maintained in the buildings fire safety log book.
5.0 Fire Provisions

5.1 Fire Detection System 
The fire alarm that is provided is a fully Automatic fire alarm system and when operated, sounds an aubible warning device throughout the building.

5.2 Emergency Lights 
The building has an Emergency Light system fitted that will illuminate escape routes and additional fire provisions should a local lighting circuit fail.

5.3 Fire Extinguishers 
Fire extinguishers are provided at suitable locations and these are suited to the risks present in the building. 
Fire extinguishers should only be used by persons that have been trained, and then only when it is considered safe to do so.

5.4 Fire Signage

Fire signs are provided throughout the building to give clear instructions and guidance when faced with a Fire Emergency.  
Escape routes are identified by green fire exit signs, and additional signs are provided at Call Points and Fire Extinguishers to give further relevant information.

6.0 Emergency Evacuation Procedure

6.1 Staff and Visitors
1. If a Fire Alarm sounds, all staff and visitors should exit the building by the nearest available exit and make their way to the Assembly Point.
2. DO NOT re-enter the building until told it is safe to do so by the most Senior Member of Staff present or Fire Officer. 
6.2 Actions if you discover a Fire
If a fire is discovered;
1. Ensure the fire alarm is activated so the Fire Service are summoned immediately, and occupants of the building can evacuate.
2. If a fire is found, and it is safe to do so, attempt to extinguish the fire assuming you have been suitably trained.  Always ensure you have an escape route available for use.
3. Leave the building in a calm manner, without collecting personal belongings using the closest available fire exit.
4. Try to close doors as you leave the building.
5. The most Senior Member of Staff present should establish if everyone is accounted for, so this information can then be passed to the Fire Service on their arrival.
6. Do not re-enter the building unless directed to do so by the most Senior Member of Staff present or the Fire Service.
6.3 Actions if the Fire Alarm sounds
If the fire alarm is activated;
1. Leave the building in a calm manner, without collecting personal belongings using the closest available fire exit.
2. Try to close doors as you leave the building.
3. The most Senior Member of Staff present should establish if everyone is accounted for, so this information can then be passed to the Fire Service on their arrival.
4. Do not re-enter the building unless directed to do so by the most Senior Member of Staff present or the Fire Service.
EMERGENCY PLAN 
The following guidance provides directions to follow if you discover a fire or the fire alarm activates.  If you are an employee and are accompanying a visitor, you are required to make sure they leave the building safely and proceed to the Assembly Point with them.
Actions that should be taken if you discover a fire.

If you discover a fire, shout ‘FIRE’ repeatedly, operate the nearest fire alarm and then make your way to the Fire Assembly Point using the nearest escape route.  If possible close doors as you leave the building.
If you hear the fire alarm.

When an alarm is sounded, leave the building in a calm and controlled manner by the nearest available exit.  

Once outside the building report to the Fire Assembly Point. 

Do not stop to collect personal belongings.  

Nominated individuals will be responsible for checking all persons have left the building and carrying out a Roll Call, at the Fire Assembly Point.  

The location of escape routes

Escape routes are clearly indicated with fire exit signs, and employees are familiarised on their location during their induction and refresher training.  
The location of fire-fighting equipment
Fire-fighting equipment is provided at designated fire points throughout the building and designated staff members are shown how to use them during staff training sessions.

Roll Call and calling the Fire Service
A Roll Call of all employees and visitors to the premises will be carried out at the Assembly Point.
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