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FIRE SAFETY ADVICE
Legal Fire Safety Requirements:
The Regulatory Reform (Fire Safety) Order 2005, came into force on October 1st 2006.

With the exception of a very few specialised sites and specific risks, the vast majority of sites and premises throughout England & Wales must now conform with the requirements of the Regulatory Reform (Fire Safety) Order, which has replaced the Fire Precautions Act 1971 and the Fire Precautions (Workplace) Regulations 1997, as well as over 100 pieces of legislation relating to Fire Safety. 
The Fire Safety Order does not apply to people’s private homes, including individual flats in a block or house, though it does apply to; common areas; shared means of escape and facilities provided to assist the Fire Service, such as dry risers.

The Main Fire Safety Requirements:
You must:

· carry out a fire-risk assessment identifying any possible dangers and risks
· consider who may be especially at risk
· get rid of, or reduce, the risk from fire as far as is reasonably possible and provide general fire precautions to deal with any possible risk left
· take other measures to make sure there is protection if flammable or explosive materials are used or stored
· create a plan to deal with any emergency and, in most cases, keep a record of your findings
· review your findings when necessary.
Who is responsible for Fire Safety:
Under the order, anyone who has control of premises or anyone who has a degree of control over certain areas or systems may be a responsible person. 
For example, the responsible person could be the:

· employer, for those parts of premises staff may go to
· managing agent or owner for shared parts of premises or shared fire safety equipment such as fire-warning systems or sprinklers
· occupier, such as self-employed people or voluntary organisations if they have any control
· other person who has some control over a part of the premises.
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General Fire Safety Requirements
Means of Escape
· Fire doors are provided to prevent the spread of heat and smoke
· Keep them shut and never prop them open or remove self closing devices
· Keep corridors and stairways clear of storage and waste material
· Ensure that final exit doors can be readily opened from the inside without the use of a key
· Keep areas outside final exit doors clear of obstructions at all times
· Always ensure that exits and access thereto, which are not in normal use, are clearly indicated, with the exit signs visible from the furthermost part of a room.

Fire Alarm System
· Always ensure that the fire alarm system is in working order, that the staff know how to use it and what action to take on hearing the alarm.

Fire-Fighting Equipment (Extinguishers)
· These are intended for fires in the early stages.  Ensure that all staff know where the extinguishers are sited and how to operate them safely
· Always ensure that they are inspected and maintained regularly
Emergency and General Lighting
· Ensure that all lighting systems are checked and maintained regularly 
· Replace any defective bulbs/components immediately.

Instructions to Staff and Guests
· Ensure that all staff are aware of their responsibilities in the event of an emergency.  Ensure that they know how to:

· Raise the alarm

· Call the Fire Brigade

· Know when not to tackle a fire

· Use a fire extinguisher correctly and safely

· Know the correct evacuation procedures for the premises
· Are aware of the contents of the Fire Risk Assessment
Guests
· Ensure that all guests/visitors to the premises are aware of the actions to take in the event of an emergency

· Premises which take in foreign guests should have their fire instruction notices printed in the appropriate language.

Electrical Installations
· The misuse of electricity is a major cause of fire, old wiring should be regularly checked and renewed if necessary  
· You may need another ring circuit to cope with the increasing number of electrical appliances you want to use
· Ensure that you always use the correct fuse 
· Before you go to bed or leave the building, pull out the plugs of all appliances not in use.
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Heating
· Keep boiler houses clear - do not use them as an extra storeroom
· Keep portable heating appliances away from furniture and any combustible materials.

Open Fires
· Do not use flammable liquids to start fires

· Always keep them securely guarded
· Sweep chimneys twice per year, more often if wood is burnt.

Smoking Materials
· Empty all ashtrays into a non-combustible waste receptacle and ensure that all debris is fully extinguished
· Be vigilant in areas where people smoke and provide adequate ashtrays 
· Before leaving rooms which will be unoccupied for long periods, or in which persons will be sleeping, make a final check for any lighted cigarette ends, these may have fallen into the recess of an armchair, on the carpet or on the bedclothes when someone fell asleep
.

Arson

Help to protect your premises against arson by;

· Locking away any flammable liquids or gases

· Effectively secure your premises at the end of the day
· Keep refuse and debris secure and away from the perimeter of the building.
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FIRE ALARM SYSTEM
Articles 13 & 17 of the Regulatory Reform (Fire Safety) Order 2005

One method of demonstrating compliance with articles 13 & 17 of the RR(FS)O is to fit an appropriate fire alarm system to your premises and ensure it is maintained in accordance with the appropriate industry standard, or other accepted British or European equivalent standards The Fire Alarm system, which incorporates; detectors, call points, wiring, sounders and annunciator panel(s) must be tested. Failure to provide and maintain an appropriate fire alarm system could lead to formal enforcement and may invalidate, or reduce, any claim made through an insurance company.
In summary, British Standard 5839 Part 1, requires the following testing;
Daily Check
Inspect the main fire alarm control panel for normal operation of the system
Weekly Test
Operate a manual call point or detector at approximately the same time each week using a different call point for each successive test. Where applicable inform the alarm monitoring centre prior to carrying out the test.  
Audibility of the alarm should be confirmed, reported and improved if necessary

Quarterly Inspection of Batteries
Vented batteries and their connections should be examined by a person who is
competent in battery maintenance. Electrolyte levels should be checked and topped up as necessary.

Periodic Inspections and Tests by a Competent Person (e.g. Fire Alarm Engineer)
These should be carried out by a competent person e.g. a fire alarm engineer. Requirements for these inspections and tests will depend upon the type and design of the
system but will generally be carried out six monthly.
Where a Detection System without a Panel is installed
Press the test button on the alarm or manual call point.
Other Checks 
Regular visual inspection of detectors for damage, unusual accumulations of dirt, heavy coats of paint and other conditions likely to interfere with the correct operation of the detector.

All detectors should be checked for correct operation and sensitivity in accordance with manufacturer’s instructions.
Automatic Door Release Mechanisms Activated by the Fire Alarm System
Weekly Test in conjunction with the fire alarm test, check that all the fire doors are being released and closing fully into the door rebates.
Note: All checks, tests and maintenance including faults and remedial action taken, should be recorded. The date on which each fault is rectified should also be recorded.
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Record of Fire Alarm Test
	Date


	Fire Alarm

Call Point / Detector

Location or Number
	Automatic Door Release

Satisfactory Yes / No
	Fault (Specify)


	Remedial Action Taken


	Fault Cleared


	Signature
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Record of Fire Alarm Test
	Date


	Fire Alarm

Call Point / Detector

Location or Number
	Automatic Door Release

Satisfactory Yes / No
	Fault (Specify)


	Remedial Action Taken


	Fault Cleared


	Signature
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FIRE ALARMS - UNWANTED FIRE SIGNALS
False alarms will not only disrupt business operations but may also contribute to death or injury should Fire and Rescue Service resources be deployed answering false alarms when they should be attending incidents where life or property is in danger. 

To reduce the probability of false alarms on systems incorporating automatic fire detectors it is very important that a suitable system of testing and maintenance is in place. The cause of any false alarm should be properly investigated with measures being taken to avoid a repetition.

Changes to British Standard 5839 part 1 now require users of automatic fire alarm systems to demonstrate satisfactory management of false alarms. 
Failure to demonstrate satisfactory management of false alarms may lead to; 

· Invalidated insurance policies

· Charges being made for an attendance by the Fire Service

· Reduced attendance or non-attendance by the Fire Service

· Formal action taken under articles 13 and/or 17 of the RR(FS)O
To demonstrate satisfactory management of false alarms, users must log and categorise the type of false alarm. False alarms fall into one of the following five categories;
1. Unwanted alarms - Alarms caused by fumes from cooking, steam, tobacco smoke, dust insects etc

2. Equipment false alarms - Alarms caused by faults with the equipment.

3. Malicious false alarms - Alarms arising from the unauthorised or malicious use of the equipment.

4. False alarms of good intent - These occur when an individual suspects there is a fire and raises the alarm

5. False alarms that do not fall into any of the above categories should be recorded as Unknown. 
Recording this information enables your system installer/service provider to investigate any system faults/problems that you may have with your equipment.
	Date
	Location
	Category       1-5
	Brief Description Of Cause, Steam, Broken Glass Etc
	Action Taken To Rectify/ Prevent Re-occurrence
	Signature
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Fire Alarms – Unwanted Fire Signals
	Date
	Location
	Category       1-5
	Brief Description Of Cause, Steam, Broken Glass Etc
	Action Taken To Rectify/ Prevent Re-occurrence
	Signature
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EMERGENCY LIGHTING SYSTEM
Articles 14 (2) (g) & (h) & 17 of the Regulatory Reform (Fire Safety) Order 2005

One method of demonstrating compliance with articles 14 & 17 of the RR(FS)O is to fit an appropriate system of emergency lighting and illuminated exit signs throughout the premises and means of escape and ensure it is maintained in accordance with the appropriate industry standard, or other accepted British or European equivalent standards. The Emergency Lighting system, which incorporates; luminaires, wiring, batteries and or generators, must be tested. 
In summary, British Standard 5266 part 1, requires the following testing;

Daily Check
Where there is a central power supply, carry out a visual inspection of indicators to ensure the system is in a ready condition

Monthly Test
Simulate a failure of the normal lighting supply for sufficient time to allow all luminaires to be checked for correct operation. Check each luminaire for any obvious signs of damage or deterioration, including the cleanliness and general condition of lenses and diffusers.
Annual Test
Simulate a failure of the normal lighting supply for the full duration of the battery and carry out a check of the charging arrangements to ensure proper function. This work should be carried out by a competent person (e.g. electrician)


Note: All checks, tests and maintenance, including faults and remedial action taken, should be recorded. The date on which each fault is rectified should also be recorded.
Record of Emergency Lighting System Tests
	Date
	Duration
of test
	Result of test
	Fault (specify)
	Fault cleared
	Signature
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Record of Emergency Lighting System Tests
	Date
	Duration
of test
	Result of test
	Fault (specify)
	Fault cleared
	Signature
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FIRE FIGHTING EQUIPMENT
Articles 13 & 17 of the Regulatory Reform (Fire Safety) Order 2005

One method of demonstrating compliance with articles 13 & 17 of the RR(FS)O is to provide suitable and appropriate portable fire extinguishers, fire blankets and/or hose reels within your premises and ensure they are manufactured, sited and maintained in accordance with the appropriate industry standard, or other accepted British or European equivalent standards, such as British Standard 5306 part 8.
Routine inspection by the user:

It is recommended that regular inspection of all extinguishers, spare gas cartridges and replacement charges should be carried out by the user or the users representative. This is to make sure that the appliances are in their proper position and have not been discharged, lost pressure (in the case of extinguishers fitted with a pressure indicator) or suffered obvious damage.  The frequency of the inspection should be not less than quarterly but preferably monthly.

The user should replace extinguishers not available for use with serviceable extinguishers.

Annual inspection, service and maintenance by a competent person:
General

The user should ensure that extinguishers, gas cartridges and replacement charges are inspected, serviced and maintained as recommended in British Standard 5306 part 8.

These procedures should be carried out by a competent person capable of conducting them according to the recommendations of this code and any special procedures recommended by the manufacturer using the recommended tools, equipment and materials on an annual basis.
Self-Maintenance Extinguishers should be visually inspected in accordance with the manufacturer’s instructions and the results recorded.
Intervals of discharge:

The recommended times, in each case since the date of manufacture or the last actual discharge (test or otherwise) of the particular extinguisher body (see note 2) are as follows:

	Extinguisher Type

	Intervals of Discharge

	Water 
Foam (all types)

Powder (gas cartridge)

Powder (stored pressure - valve operated)
	Every 5 years

	Carbon Dioxide (all types)

Powder (stored pressure - primary sealed)
	Every 10 years and subsequently after a further 10 years and thereafter at intervals not exceeding 5 years.

	Self-Maintenance Extinguishers (with 10 year warranty)
	Replace the extinguisher after 10 years


Note: The replacement of parts does not affect these intervals, for example, if the hose on a carbon dioxide extinguisher has been replaced after the extinguisher has been in service for 6 years (from new) then the discharge test should be after a further 4 years.
14
Hose Reels
Hose reels are becoming increasingly unpopular due to; relatively high maintenance, vulnerability to misuse and alleged reports of their association with water borne diseases such as Legionnaires disease.

Should you wish to replace your hose-reel with other, equally effective fire-fighting measures, this will usually be acceptable, though you should seek the advice of the Fire Service and check the conditions of your insurance policy before doing so. In most circumstances the Fire Service would consider one or two 9 litre water extinguishers as suitable substitution for a fire-fighting hose reel.
Where hose reels are provided as the means for fighting fire they should be maintained in accordance with the manufacturer’s instructions and the current British Standard.


Annual Test - Each hose-reel should be completely run out and subjected to operational water pressure to ensure the hose is in good condition and that all couplings are water tight.

Note: All checks, tests and maintenance including faults and remedial action taken, should be recorded. The date each fault is rectified should also be recorded.
Record of Fire Fighting Equipment Tests
	Date
	Result of Inspection/Test
Satisfactory/Faulty
	Remedial Action Taken
	Fault Rectified (Date)
	Signature
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Record of Fire Fighting Equipment Tests
	Date
	Result of Inspection/Test
Satisfactory/Faulty
	Remedial Action Taken
	Fault Rectified (Date)
	Signature
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MISCELLANEOUS TESTS AND CHECKS
THIS SECTION INCLUDES SPRINKLER SYSTEMS AND SMOKE VENTILATION SYSTEMS

General
Automatic sprinklers may be conditional to the insurance policy of premises and as such should be maintained in accordance with the terms and conditions of the insurance policy to ensure full and adequate protection. 
In addition, a sprinkler system may form part of an engineered solution or compensation for departure from normally accepted fire safety standards, precautions or building regulations. As such, the sprinkler system must be maintained to ensure those departures are consistent with the Fire Safety Risk assessment. Where a sprinkler system forms part of an engineered solution it may also be subject to an Alterations Notice, under article 29 of the RR(FS)O, and the maintenance requirements of article 17 of the RR(FS)O
The installer of the Automatic Fire Sprinkler System should provide to the occupier an inspection and programme of checks for the system. The programme should include; instruction on the action to be taken in respect of faults, operation of the system, in particular the procedure for emergency manual starting of any pumps and details of daily and weekly routines.

There is normally a requirement to maintain a specific logbook for these systems. Check with your maintenance contractor or insurers.
Weekly Tests
Sprinkler System (the following should be checked)

1. Water and air pressure gauge readings on installations, trunk mains and pressure tanks and water levels in elevated private reservoirs, rivers, canals, lakes, water storage tanks and all gauge readings and levels recorded.
2. That each water motor alarm has been sounded for at least 30 seconds.
3. Fuel and oil levels of diesel engines used to power automatic pumps.
4. That automatic pumps start when the water pressure is reduced to the specified level and, if powered by a diesel engine, the oil pressure, the flow of cooling water through open-circuit cooling systems or the water level in the primary circuit of closed-circuit cooling systems, and whether the engine will restart, using the manual start test button.
5. The electrolyte level and density of all lead acid battery cells and if the density is low the battery charge is working correctly, ensure that the affected cells have been replaced.
6. The operation of the mode monitoring system for stop valves in life safety installations.
7. The continuity of connection between the alarm switch and the control unit and between the control unit and the Fire Service (usually via a remote manned centre) for automatically monitored connections.
8. The correct functioning of trace heating systems provided to prevent freezing in the sprinkler system.
Smoke Control Systems for Means of Escape
Simulate actuation of the system and ensure that any fans and powered exhaust ventilators operate correctly, smoke dampers close (or open in some systems) natural exhaust ventilators open, automatic smoke curtains move into position etc
17
Monthly Test
Smoke Control Systems to Assist Fire Fighting
Simulate actuation of the system and ensure that any fans and powered exhaust ventilators operate correctly, smoke dampers close (or open in some systems) etc.
Quarterly Test
Arrange for the quarterly inspections and tests of the sprinkler system to be carried out by competent persons, for any defects found to be logged and the necessary action to be taken and ensure that certificates of satisfactory testing are received.
Annual Test
Arrange for the annual inspections and tests of the following to be carried out by competent persons, for any defects found to be logged and the necessary action to be taken and ensure that certificates of satisfactory testing are received:
· Sprinkler Systems
· Smoke Control Systems
OTHER MISCELLANEOUS PROVISIONS

General

There are many features that may be provided within premises that relate to Fire Safety, or provided to assist the Fire Service in dealing with an incident safely and more effectively to minimise the impact of a fire in a building. These facilities may be provided for one or more of the following reasons;
· Condition of insurance 
· Part of an engineered solution

· Requirement at time of building, or major refurbishment

· Compensation for departures from normal building regulations

· Deemed necessary as part of the Fire Safety Risk Assessment.

As such, the facilities provided may be subject to one, or more, of the articles of the Regulatory Reform (Fire Safety) Order and, if provided, should be maintained to the relevant industry standard, which will usually be the British Standard, or European equivalent.
Facilities provided may include one or more of the following;

· Foam inlets

· Wet / Dry Risers

· Drencher systems

· Inert gas Flooding systems

· Pressurised stairways and corridors

· Fire fighting shafts, with dedicated lifts
The following check list is intended to provide only a guide and you should seek advice from your individual service provider on the necessary maintenance regime to ensure full compliance with the law and insurance conditions.
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The Fire Service or local authority building control may be able to assist if the premises have only recently been constructed or undergone building works that were subject to local authority approval.

Escape Route

Means of escape, together with the measures provided for the protection of means of escape, should be inspected at periodic intervals. The inspections should ensure all internal and external exit routes are unobstructed and that exit door furniture and fire-door self-closing devices operate efficiently. Additionally, fire resisting doors and partitions should be in satisfactory repair and all safety signs and notices should be legible and properly displayed.

Generators

The manufacturer’s instructions as given in the associated instruction manual or other literature should always be followed. It should be noted, however, that the failure of engines to start up readily often arises from poor maintenance or defect in the starting battery or in electromechanical apparatus, e.g. relays incorporated in the starting system. 

Dust and damp, singly or in combination, can have an adverse effect on electromechanical apparatus and it is therefore important that a system of regular cleaning and, where necessary, adjustment is carried out. Some parts of the starting system may be sited where they are subjected to vibration and great care should therefore be taken in such instances to
ensure that all connections are mechanically and electronically sound. It is essential that air intakes and exhausts are unobstructed.

Note: All checks, tests and maintenance including faults and remedial action taken, should be recorded. The date on which each fault is rectified should also be recorded.
Record of Miscellaneous Tests
	Date
	Result of Inspection/Test
Satisfactory/Faulty
	Remedial Action Taken
	Fault Rectified (Date)
	Signature
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Record of Miscellaneous Tests

	Date
	Result of Inspection/Test
Satisfactory/Faulty
	Remedial Action Taken
	Fault Rectified (Date)
	Signature
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FIRE SAFETY STAFF TRAINING
Article 21 of the Regulatory Reform (Fire Safety) Order 2005

All staff should be provided with staff training / instruction in relation to fire safety at the intervals shown below; 

· At the time they are first employed
· On their being exposed to new or increased risks (e.g. lone workers, night duties, new work processes)
· At periodic intervals as appropriate (at least annually, depending upon the nature of the risk)
Fire Safety Training for staff should include the following;
· What to do if they discover a fire

· How to raise an alarm in the event of a fire

· What to do if they hear the fire alarm

· Where fire extinguishers are located and how to use them (if it is safe to do so)
· Escape routes from the building
· The whereabouts of the evacuation assembly point(s)
· How to call the Fire and Rescue Service
· Arrangements for the evacuation of people with special needs
· The dangers associated with the obstruction of fire exits and the wedging open of fire resisting doors
Record of Staff Training / Instruction
	Date
	Name of Trainee 
	Type of Training
	Signature of Trainer
	Signature of Trainee
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Record of Staff Training / Instruction

	Date
	Name of Trainee 
	Type of Training
	Signature of Trainer
	Signature of Trainee
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FIRE DRILL / EVACUATION
Article 21 of the Regulatory Reform (Fire Safety) Order 2005

In order to satisfy the requirements of article 21 of the RR(FS)O it will usually be necessary to demonstrate that staff and other regular users of the premises are familiar with escape routes and exits, in order to exit the premises quickly and safely. Fire drills and practice evacuations are the most simple and accepted method of demonstrating this requirement.

These should be carried out at the interval shown below and conducted to simulate fire conditions e.g. one escape route obstructed. No advance warning should be given other than to specific staff for purposes of safety and the avoidance of a false call being made to the Fire Service.

Six Monthly 
Residential premises, places of entertainment, large shops and department stores.

Annually

For industrial and commercial premises.

Remember that these are the usual minimum requirements and your own company/organisation Fire Policy may stipulate more frequent drills such as Residential Care Homes to ensure all staff are involved at least twice a year.

Record of Fire Drills / Evacuations

	Date
	Nature of Drill
	Persons/Sections Taking Part
	Evacuation Time
	Person in Charge
	Signature
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FIRE SAFETY RISK ASSESSMENT
Article 9 of the Regulatory Reform (Fire Safety) Order 2005
In order to satisfy the requirements of article 9 of the RR(FS)O it is necessary for the responsible person to ensure that a suitable and sufficient risk assessment of the risk of fire is carried out. 
If you are an employer, own the property, or occupy a non-domestic building, you are legally required to have a Fire Risk Assessment.
By law, this assessment must be fully recorded in writing regardless of the size of your business or the number of employees.

You can find further advice on Fire Safety Risk Assessment on the North Yorkshire Fire & Rescue Service website; www.northyorksfire.gov.uk and follow the link to:

Business Safety > Legislation and Guidance for Business
The following table can be used as a record of when a Fire Safety Risk assessment is carried out and when the next risk assessment is due.

Record of Carrying out a Fire Safety Risk Assessment
	Date Risk Assessment Carried Out 
	Name of Person Conducting Risk Assessment
	Brief Comments
	Date Next Due
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FIRE SAFETY INSPECTIONS / AUDITS / VISITS BY FIRE SERVICE OFFICER

	Date
	Inspecting Officer
	Comments
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FURTHER HELP AND ADVICE
You can find further advice on Fire Safety Risk Assessment on the North Yorkshire Fire & Rescue Service website; www.northyorksfire.gov.uk and follow the link to:

Business Safety > Legislation and Guidance for Business
If you do not have internet access you can contact your local Fire Safety office at one of the following phone numbers;

York Fire Safety Office –

01904 625272
Scarborough Fire Safety Office – 
01723 374433
Harrogate Fire Safety Office – 
01423 504082
26
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