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1.0 GENERAL DETAILS

	Name of Organisation


	

	Name of the person responsible for Fire Safety

Note: This person may be the employer or a person nominated by the employer

	

	Address of Premises:


	

	Telephone Number


	

	Nature of Business


	

	Use of Premises


	

	Date of Assessment:


	

	Areas Assessed


	

	Maximum number of employees employed


	

	Are flammable liquids kept or used on the premises?
	

	Fire Certificate (no longer req)
	


2.0
SUMMARY OF RECOMMENDATIONS

2.1 Management System & Housekeeping Recommendations

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	.



	
	

	
	

	
	

	
	

	
	

	
	


2.2
Capital Works Recommendations
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3.0
DESCRIPTION OF PREMISES (example)
	Approximate date of construction


	1974

	Type of Building


	Three storey traditional open plan office building with brick elevations with a pent tiled roof linked to retail shops on either side.

	Shape of Building


	Rectangular

	Number of floors including ground floor


	Three

	Number of floors below ground floor


	None

	Construction of external walls


	Brick

	Construction of internal walls


	Concrete block

	Construction of floors


	Concrete

	Construction of roof


	Pent Tiled

	Number of internal stairways


	One (each floor)


	Number of external stairways


	One (each floor)


4.0
FIRE RISK ASSESSMENT

4.1
Means of Escape in Case of Fire

Note: The responsible person must ensure that there is adequate means of escape in case of fire.

Regular checks should be made to ensure that escape routes including exits, corridors and stairways are kept free from obstruction.

Checks should also be made to ensure that doors used as fire exits are readily available for use and can be opened in the event of an emergency without the use of keys.

Fire-resisting, self-closing doors should not be wedged or be held open except by approved devices designed to release the doors on the automatic actuation of the fire alarm system.

Fire resisting construction should be checked regularly to ensure that the integrity of the structures is intact.

	Are there an adequate number of stairways?


	

	Do the stairways have adequate fire resisting protection?
	

	Are all escape stairways kept clear of obstruction?
	

	Are all stairways, corridors and other escape routes used for means of escape free from potential fire hazards?


	

	Are the coverings to stairways in good condition?


	

	Are the nosings on the treads fitted to external stairways painted white or yellow?


	

	Where more than one escape route is provided, is the maximum route satisfactory?

(25 metres High risk

32 metres normal (Sleeping)

45 metres Normal

60 metres low fire risk)


	

	Are there any dead end conditions?


	

	What is the length of the maximum dead end condition?

(12 metres High Risk

16 metres Normal (Sleeping)

18 metres Normal

25 metres normal Factories

45 metres Low risk)


	

	Are dead end conditions adequately protected?


	

	Are additional alternative exits required? 


	

	Are all fire-resisting doors, except doors to small cupboards fitted with self-closing devices?


	

	Are all fire-resisting doors in good condition?


	

	Do all self-closing doors close correctly?


	

	Are locks fitted to doors to cupboards that are required to be fire resisting?


	

	Are all fire resisting doors fitted with intumescent strips and smoke seals 
	

	Can fire exit doors be opened from the inside without the use of keys?
	

	Do fire exits open in the direction of exit travel where required?


	

	Are there level landings outside fire exits?


	

	Are fire exits unobstructed on the outside?


	

	Can persons using the escape routes from the fire exits leave the curtilage of the premises?

 
	

	Are all external escape routes clear of obstruction?


	

	In large floor areas are the escape routes adequately defined?


	

	Are there any other matters affecting the means of escape that gives cause for concern?


	


4.2
Structural Fire Precautions

	Are fire resisting walls and floors free from holes and gaps that would permit the passage of fire?


	

	Are fire-resisting ceilings in sound condition?


	

	Are fire-resisting walls adequately fire stopped to the underside of the ceiling or roof?


	

	Are all linings on walls and ceilings suitable to prevent the surface spread of flame?

 
	

	Are there any other matters that give cause for concern?


	


4.3
Emergency Lighting

Note: The responsible person must ensure that the escape routes are adequately lit and that the equipment is inspected and tested.

The emergency lighting system should be energised at least once a month to ensure that all lighting units are working correctly.

The emergency lighting system should be inspected and tested by a competent person every six months and three-yearly in accordance with the guidance given in current codes of practice and any manufacturer’s recommendations.

	Is emergency lighting required for this building?


	

	Is any emergency lighting provided in the premises?


	

	Does the emergency lighting system appear to adequately cover the escape routes?


	

	Does the emergency lighting system appear to be working correctly?


	

	Is the system energised at least once a month?


	

	Date of last test
	

	Is the system tested every six months and three yearly?


	

	Date of last test
	

	Are there any other matters that give cause for concern?


	


4.4

Fire Alarm System

Note: The responsible person must ensure that there is adequate means for detecting fire and sounding the alarm and that the equipment is inspected and tested.

The fire alarm system should be tested weekly for function and to check whether the sounders can be heard throughout the building.

The fire alarm system should be inspected and tested quarterly and annually by a competent person. 

	Type of fire alarm system installed


	

	Is the fire alarm tested at least once a week for function?


	

	Does a competent person test the fire alarm quarterly and annually?


	

	Name of fire alarm contractor


	

	Date of last maintenance test


	

	What are the means of detecting fire?


	

	Are there sufficient call points?


	

	Does there appear to be enough automatic detector heads?


	

	Where is the main control panel situated?


	

	Does the panel appear to be working correctly?


	

	Are there any other matters that give cause for concern?


	


4.5 Fire Equipment & Protection

Note: The responsible person must ensure that there is adequate means for fighting fire.

Daily checks should be made to ensure that fire-fighting equipment is in place, have not been discharged, are at the correct pressure and have not suffered any obvious damage.

A weekly check should be made to ensure that safety clips are in place and for any obvious damage that may have occurred.

A competent person should carry out an annual service.

An extended service should be carried out every 5 years on portable fire extinguishers.

Portable fire extinguishers should be subjected to a major overhaul or be replaced every 20 years.

	Does a competent person check the fire fighting equipment at least once a year?


	

	Date of last Test
	

	Are there sufficient water type extinguishers available (1 for every 200 square metres of floor space)?


	

	Are there sufficient carbon dioxide extinguishers available for electrical fires?


	

	Are there sufficient foam or dry powder extinguishers available for liquid fires?


	

	Are all extinguishers hung on wall brackets or a suitable base plate?


	

	Are hose reels installed?


	

	Are the hose reels tested annually by a competent person?


	

	Are the hose, drum and nozzle in good condition?


	

	Date of last test
	

	Is a sprinkler system installed?


	

	Does a competent person regularly check the system?


	

	Does the system appear to be in good order?


	

	Is a dry or wet riser installed?


	

	If “Yes”, does a competent person regularly check the system?


	

	Does the system appear to be in good order?


	

	Date of last test
	

	Are there any other matters that give cause for concern?


	


4.6

Fire Safety Signs

Note: The responsible person must ensure that emergency routes are adequately marked and that the signs comply with the Health and Safety (Safety Signs and Signals) Regulations 1996.

Regular checks should be made to ensure that fire safety notices are legible and undamaged.

	Do all fire safety signs meet the requirements of the Health and Safety (Safety Signs and Signals) Regulations 1996?


	

	Are there sufficient signs to indicate the fire escape routes?


	

	Are self-closing fire resisting doors fitted with “Fire Door-Keep Shut” notices on both sides of the doors?


	

	Are doors to fire resisting cupboards fitted with notices stating “Keep Locked Shut”?


	

	Are doors fitted with magnetic holders provided with notices stating “Automatic Door-Keep Clear”?


	

	Are all panic bolts fitted with “Push Bar To Open” notices?
	

	Where there is the risk of obstruction are signs stating “Fire Exit-Keep Clear” mounted on the outside of exit doors?
	

	Are there notices that display the action to be taken in case of fire?
	

	Is there a notice indicating the location of the assembly point?
	

	Are there any other matters that give cause for concern?
	


4.7
Fire Routines and Training

Note; The responsible person must ensure that there is a written fire plan, members of staff are trained on the action to be taken in the event of fire, some members of staff are given adequate training on how to use fire fighting equipment and there is adequate means of liaison with the Fire Brigade.

	Is there a written fire plan?


	

	Is the plan satisfactory


	

	Are members of staff given training on fire safety and emergency routines at least once every 6 months?


	

	Is there a fire assembly point?


	

	Is there a fire warden system in operation?


	

	Are fire wardens given training on how to operate fire-fighting equipment?


	

	Are there arrangements to assist the Fire Brigade in identifying the risks in the building should a fire occur? E.g. a fire wallet


	

	Are the arrangements for calling the Fire Brigade adequate?
	

	Is a logbook kept?
	


4.8 
Other Fire Risks

Note: The responsible person must ensure that flammable liquids are stored correctly, and flammable materials are stored safely.

Rubbish and waste materials should be kept to a minimum and adequate arrangements should be made for regular disposal of unwanted items.

Freestanding electric or gas heaters should not be used because of the risk of accidentally standing them against flammable materials.

Damaged coverings on furniture reduce the fire resistance of the furniture.

All portable electrical appliances, including personal radios, heaters and kettles should be subjected to regular tests.

	Are flammable liquids used or kept on the premises?
	

	If “Yes”, What materials are stored?


	

	Is the storage of flammable liquids satisfactory?


	

	Is the storage of waste flammable materials satisfactory?
	

	Is the workplace free of rubbish and combustible waste materials?
	

	Are PAT Tests carried out on all portable appliances?
	

	Is the use of extension leads and multi-point adapters kept to a minimum?


	

	Are all heaters fitted with suitable guards and fixed in position away from combustible materials?
	

	Is the upholstery of any furniture in good condition?
	

	Is there a NO SMOKING policy?


	

	Are the steps to reduce the risk of arson satisfactory?
	

	Are there any other matters that give cause for concern?
	


5.0 Recommendations


	1. Fire Certificate Note - If there is an existing Fire Certificate then this should be studied to highlight any recommendations given.


	a) List any observations


	2. Means of Escape of Fire



	(Notes below are examples)

a) The storage at the foot of staircase enclosures “F” and “J” should be removed and the areas be kept clear of all combustible materials.
b) An alternative escape route should be made from the “Dead store” into either the stairway (staircase enclosure “F”) at the far end of the store or into the car parking area. The door should be capable of being opened from the inside without the use of keys. If the door opens into the staircase enclosure, it should be self-closing and constructed with a fire resistance of at least 30 minutes.

c) All office machinery and storage to the landing and corridor on the first floor of the Probation Offices should be removed and the area be kept clear of all but a small amount of storage.

d) The photocopier located in the corridor outside of the reception area in the Probation Offices should be removed and the area be kept clear.

e) The door between staircase enclosure “K” and the main office should be adjusted so that it closes correctly and the gaps around the edges of the door are eliminated.

f) The doors at the head stairway leading from the former entrance from Highland Road should be adjusted so that gaps around the edges of the doors are eliminated.

g) The rebates to the door leading into the former Court Keeper’s flat stairway (staircase enclosure “ C”) at first floor level should be removed and be re-fitted by gluing and screwing back onto the doorframe.

h) The door to the cupboard at the foot of the stairway (staircase enclosure “ C”) to the former Court Keeper’s flat should be fitted with a lock and be kept locked shut except for access.

i) The storage to the small boiler cupboard in the staircase enclosure (staircase enclosure “ C”) serving the former Court Keeper’s flat should be removed and the grills in the door should be in-filled with materials having a fire resistance of at least 30 minutes and the door should be fitted with a lock.


	j) The hatch between the Custody Suite and the General Office tearoom should be in-filled with materials having a fire resistance of at least 30 minutes.

k) A self-closing door having a fire resistance of at least 30 minutes should replace the existing door between the Custody Suite and the General Office tearoom.

l) A self-closing door having a fire resistance of at least 30 minutes should replace the door to the former cell now used as a staff room/store room in the Custody Suite.

m) A self-closing door with a fire resistance of at least 30 minutes should be provided in the opening between the reception area in the Custody Suite and the area leading to the general circulation area.

n) It is recommended that the cells used for detaining juveniles should not be used, except for extreme emergencies.

o) In order to improve the fire and smoke resisting integrity, the following doors should be fitted with intumescent fire and nylon brush or neoprene blade smoke seals:

· All doors opening into the stairway that serves the former Court Keeper’s flat (staircase enclosure “ C”), except to doors to toilets and to open air

· The door at the head of staircase enclosure “H”

· The door at the head of staircase enclosure “J”

· The doors at the foot of the stairways leading to plant room No.s 4 & 5

· The cupboard door adjacent to the hosereel located at the foot of staircase enclosure “K”

· The door between staircase enclosure “ K” and the corridor leading to the main retiring rooms

· The doors between the Custody Suite and the stairways leading to the courtrooms

· The doors between the Custody Suite and the van bay

· The door to the supervisor’s office located in the Custody Suite

· The door between the reception area in the custody Suite and the corridor leading to the female cells

· The door between staircase enclosure “F” and the Custody Suite



	3. Structural Fire Precautions



	a) The tiles in the ceiling in the corridor outside of the lobby should be replaced and the holes in the walls above the tiles in this area should be infilled with materials having a fire resistance of at least 30 minutes.

b) An investigation into the surface spread of flame in areas covered in timber cladding should be made to ascertain if the linings have been given an intumescent treatment. If no record can be found it is recommended that samples of the cladding should be subjected to a flame test and if necessary an intumescent treatment should be applied.



	4. Emergency Lighting



	a) The emergency lighting system should be energised at least once every month in order to ensure that all units operate correctly. The results of the tests should be recorded in the logbook.



	5. Fire Alarm System



	a) In order to give an early warning of fire, additional automatic fire detection connected to the fire alarm system should be installed in all rooms and areas where detection is not currently installed.  Smoke detectors should be provided in all areas, except where they would be affected by dust or other materials. As a temporary measure domestic type smoke detectors should be installed.  NOTE: Installing automatic detection in the rooms off the staircase enclosure “ C” will act as a compensatory feature and would remove the need for the escape route that leads across the roof, down a stairway into the enclosed yard.
b) Consideration should be given to providing an air sampling detection system in the cells. If such a system is installed, it should be connected to the existing fire alarm system.

c) Results of all fire alarm tests and servicing should be recorded in a logbook that is kept in the building.
d) The fire alarm indicator panel should display a plan showing the fire alarm zones.


	6. Fire Equipment & Protection



	a) The hose reel main valves should be fitted with interlocks in order to ensure that the nozzles cannot be removed without first turning on the main valve.

b) The jubilee clips used to secure the nozzles to the hose reel tubing should be replaced by compression type fittings.



	7. Fire Safety Signs



	a) Notices stating “Fire Door-Keep locked Shut”, in white lettering on a blue, circular background and sited at eye level on the outside of the door should be provided on the following doors:
· The doors to the cleaner’s cupboard and the boiler cupboard located in the staircase enclosure in the former Court Keeper’s flat.

b) Conspicuous notices stating “Do Not Cover” should be mounted over the electric fires located in the Probation Offices.



	c) If an alternative exit is provided from the “Dead Store” it should be indicated by an Fire Exit notice on the inside and a notice stating “Fire Exit-Keep Clear” on the outside if it discharges to open air. The “Fire Exit-Keep Clear” notice should have lettering that is white in colour on a blue background and incorporate a blue circle in its design.
d) Additional Fire Exit signs should be provided at the following locations:

· On the wall opposite the door leading from the rear of Courtroom No.5, with an arrow pointing towards staircase enclosure “K”

· Over the door leading from the Retiring Room at the rear of Courtroom No.5 into staircase enclosure “ K”

· On both sides of the doors between plant rooms No. 4 & 5

· On the rooftop escape routes from the plant areas into the office suite on the second floor (With directional arrows where necessary)

· Over the door leading from the rooftop escape route into the office suite located on the second floor
· On the wall in the corridor outside the small office located on the second floor with an arrow pointing towards the stairway.


	8. Fire Routines and Training



	a) Details of all staff training should be recorded in a logbook.

b) In addition to those persons who are employed directly by the courts, all persons resorting to the premises and not accompanied by members of staff should be informed of the fire action procedure. Members of the public should not be left in any parts of the premises without staff being in the immediate area. 

c) If sub contractors are employed to carry out any work where there are any activities involving welding, flame cutting, the use of blowlamps or portable grinding equipment, a hot work permit system should be employed. 

d) Encapsulated floor plans, size A3 or A4 showing the layout of the building should be kept at reception and by the fire alarm panel for use by the Fire Brigade on their arrival at the building. The plans should include the location of the main gas valves, electrical switchgear, water stop valves.
e) Single line plans showing the means of escape in case of fire, fire alarm call points and fire fighting equipment should be displayed, along with details of the action to be taken in case of fire, in each plant room.


	9. Other Fire Risks



	a) 


End of Main Report

6.0 CLOSE OUT SUMMARY SHEETS FOR RECOMMENDATIONS

6.1 Sign-off Sheet for Management System & Housekeeping Recommended Actions

	Ref.
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	Recommended Action
	Action Taken
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