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1. PREMISES DETAILS

	PREMISES ADDRESS
	16 HIGH STREET, SAFETOWN.

	OCCUPIER
	ABC

	OWNER
	MR T.KING

	RESPONSIBLE PERSON
	MR.R.SMITH – MANAGING DIRECTOR

	USE & MAXIMUM NUMBER OF PERSONS PRESENT


	OFFICES -  50 PERSONS AT ANY ONE TIME

	HOURS PREMISES ARE IN USE


	8.30 –17-30 Mon-Fri

	CONSTRUCTION


	TRADITIONAL, BRICK WALLS, TIMBER FLOORS, SLATE ROOF. INTERNAL PARTITIONS PLASTERBOARD.

	DIMENSIONS


	50m x 10m

	No. OF FLOORS IN PREMISES


	TWO GROUND & FIRST

	No. OF FLOORS IN BUILDING


	AS ABOVE

	DETAILS OF OTHER PREMISES IF PART OF MULTI-OCCUPIED BUILDING


	SINGE OCCUPANCY

	NAME OF ASSESSOR INCLUDING CONTACT DETAILS


	MR T.BONE HEALTH & SAFETY ADVISOR

EXT 2132

	TRAINING & EXPERIENCE OR KNOWLEDGE OR OTHER QUALITIES OF ASSESSOR
	NEEBOSH DIPLOMA

	DATE ASSESSMENT CARRIED OUT


	1ST JULY 2004

	REVIEW DATE


	1ST JULY 2005


2. PREMISES PLAN

PREMISES PLAN DETAILING MEANS OF ESCAPE & OTHER PREVENTITIVE & PROTECTIVE MEASURES.
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3. HAZARDS

	SOURCES IGNITION INCLUDING ACTION TAKEN TO REDUCE THE RISK:



	HAZARDS IDENTIFIED
	ELECTRICAL EQUIPMENT ASSOCIATED WITH OFFICE USE. E.G. COMPUTERS, PRINTERS, PHOTOCOPIERS. 240V ELCTRICAL SUPPLY. 

	EXISTING CONTROL MEASURES 
	ALL CIRCUITS PROTECTED WITH MCB. NO SMOKING POLICY IN BUILDING. P.A.T TESTING CARRIED OUT BY FM DEPT.
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	SOURCES OF FUEL INCLUDING ACTION TAKEN TO REDUCE THE RISK:



	 HAZARDS IDENTIFIED
	OFFICE FURNITURE & EQUIPMENT

	EXISTING CONTROL MEASURES
	SURLUS EQUIPMENT KEPT IN STORE ROOMS.

	ACTION REQUIRED
	


	DETAILS OF ANY HAZARDOUS SUBSTANCES PRESENT:

	HAZARDS IDENTIFIED
	NONE PRESENT

	EXISTING CONTROL MEASURES 


	

	ACTION REQUIRED
	


	HAZARDS FROM WORK PROCESSES - DETAILS INCLUDING ACTION TAKEN TO REDUCE THE RISK:



	HAZARDS IDENTIFIED
	NO HAZARDOUS WORK PROCESS
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EXISTING CONTROL MEASURES
	

	ACTION REQUIRED
	


	STRUCTURAL HAZARDS:

	HAZARDS IDENTIFIED
	NONE PRESENT

	EXISTING CONTROL MEASURES
	

	ACTION REQUIRED
	


4. HISTORY

	HISTORY OF ANY PREVIOUS FIRES AFFECTING THE PREMISES:

	DETAILS


	NO FIRES SINCE FIRST OCCUPIED IN 1998

	ACTION REQUIRED


	


5. MITIGATING THE EFFECTS OF FIRE

	MEANS OF FIGHTING FIRE:

	DETAILS  
	PORTABLE EXTINGUISHER SITUATED THROUGHOUT PREMISES APPROPRIATE FOR THE RISK. SEE PLAN. ALL EXTINGUISHERS REGULARY MAINTAINED BY CHUBB. RECORDS IN MAINTENANCE FILE.

NOMINATED STAFF RECEIVE REGULAR TRAINING IN USE OF EQUIPMENT.



	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


	MEANS FOR RESTRICTING FIRE SPREAD

	HAZARDS IDENTIFIED
	FIRE SPREAD BEYOND FLOOR OF ORIGIN

	EXISTING CONTROL MEASURES
	30 MINS FIRE RESISTING CONSTRUCTION BETWEEN FLOORS AND ENCLOSING BOTH STAIRCASES.

	ACTION REQUIRED
	


	MEANS OF SEGREGATING AREAS OF HIGHER FIRE RISK

	HAZARDS IDENTIFIED 
	STORAGE OF OFFICE/CLEANING  MATERIALS IN STORES ON BOTH FLOORS.



	EXISTING CONTROL MEASURES
	STORES ON BOTH FLOORS FULLY ENCLOSED IN 30 MINS FR CONSTRUCTION. DOORS KEPT LOCKED SHUT.

	ACTION REQUIRED 
	


6. FIRE DEVELOPMENT

	HAVING REGARD TO INFORMATION CONTAINED IN SECTION 1 - 5 DESCRIBETHE MOST LIKELY WORSE CASE SCENARIO FIRE SITUATION TO BE ENCOUNTERED.

	To include details of estimated fire development and heat and smoke generation.

MOST LIKELY CAUSE OF FIRE WOULD BE AN ELECTRICAL FAULT IN OFFICE EQUIPMENT SUCH AS A COMPUTER. THIS WOULD INITIALLY BE A SLOW DEVELOPING FIRE WITH A LOT OF SMOKE GENERATED IN ROOM OF ORIGIN. IF OFFICE WERE UNATTENDED THIS MAY DEVELOP AND FULLY INVOLVE THE OFFICE SPACE WITHIN APPROXIMATELY 8 - 10 MINUTES. SMOKE WOULD THEN ENTER CORRIDOR BUT SHOULD NOT SPREAD TO OTHER FLOOR DUE TO CONSTRUCTION PRESENT.

AS BOTH FLOORS ARE USUALLY FULLY OCCUPIED AND CIRCULATION ROUTES ARE IN FREQUENT USE ANY OUTBREAK SHOULD BE DETECTED IN EARLY STAGES.


	ACTION REQUIRED

	


7. OCCUPANTS

	OCCUPANT CHARACTERISTICS



	DETAILS OF OCCUPANTS
	ALL EMPLOYEES ARE ABLE BODIED, MOST EMPLOYEES HAVE WORKED FOR COMPANY FOR OVER 5 YEARS AND ARE FAMILIAR WITH BUILDING. NEW EMPLOYEES RECEIVE INDUCTION TRAINING.

ALL VISITORS ARE SIGNED IN AND ACCOMPANIED THROUGHOUT THEIR STAY. CONTRACTORS WOULD BE SUPERVISED BY MAINTENANCE MANAGER WHO WOULD MONITOR WORK AS NECESSSARY. 

OCCUPANTS ARE ALERT AND LIKELY TO REACT PROMPTLY IN AN EVACUATION DUE TO STAFF TRAINING.

	DETAILS OF ANY PERSONS CONSIDERED TO BE PARTICULARY AT RISK E.G LONE WORKERS, VISITORS,PEOPLE WITH SPECIAL NEEDS, PEOPLE WHO MAY BE ASLEEP


	OCCASSIONAL LONE WORKERS. SOME EMPLOYEES WORK LATE IN EVENING AND OCCASSIONALLY AT WEEKENDS.

	ACTION REQUIRED
	RESTRICT AREAS OF LONE WORKING OR UPGRADE FIRE ALARM TO INCLUDE AUTOMATIC FIRE DETECTION IN ESCAPE ROUTES.


8. RAISING THE ALARM

	MEANS OF DETECTING & GIVING WARNING OF FIRE



	DETAILS 


	MANUAL ELECTRIC FIRE ALARM INSTALLED THROUGHOUT PREMISES TO BS5839 1989. SEE PLAN.

	MATTERS OF CONCERN 


	

	ACTION REQUIRED

	


9. ESCAPE ROUTES

	ESCAPE ROUTES AND EXITS AVAILABLE FOR OCCUPANTS

	EXISTING PROVISION
	SEE PLAN. TWO EXITS AT EACH END OF BUILDING LEAD DIRECTLY TO OPEN AIR. TWO ESCAPE STAIRS FROM FIRST FLOOR DISCHARGE DIRECTLY TO OUTSIDE. ALL FINAL EXITS CAN BE OPENED EASILY WITHOUT A KEY.

	MATTERS OF CONCERN


	

	ACTION REQUIRED


	


	MEANS FOR ENSURING ESCAPE ROUTES CAN BE SAFELY USED DURING EVACUATION

	EXISTING PROVISION


	SEE PLAN. ALL EXITS ARE ADEQUATELY SIGNED. ESCAPE ROUTES ARE ILLUMINATED BY ESCAPE LIGHTING UNITS. STAIRCASES ARE ENCLOSED BY FR CONSTRUCTION AND DOORS ARE PROVIDED WITH INTUMESCENT STRIPS AND COLD SMOKE SEALS AND SELF-CLOSING DEVICES. EXIT DOORS ARE ALWAYS UNLOCKED WHEN BUILDING IS OCCUPIED AND ESCAPE ROUTES ARE MAINTAINED FREE OF OBSTRUCTIONS.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


10. EVACUATION PROCEDURES

	EMERGENCY ACTION PLAN



	EXISTING PROCEDURES


	NOTICES DETAILING PROCEDURE DISPLAYED THROUGHOUT BUILDING AND INCLUDED IN STAFF TRAINING SESSIONS. POLICY IS TO RAISE ALARM AND EVACUATE BUILDING. ONLY PERSONS WHO ARE TRAINED WILL ATTEMPT TO FIGHT FIRE IF SAFE TO DO SO AFTER RAISING ALARM.

	MATTERS OF CONCERN


	

	ACTION REQUIRED


	


11. FIRE SAFETY MANAGEMENT

	FIRE SAFETY POLICY STATEMENT

	DETAILS 
	GENERAL HEALTH & SAFETY POLICY STATEMENT IS CONTAINED IN H&S FILE AND ALSO DISPLAYED ON STAFF NOTICE BOARD. STATEMENT CONFIRMS COMPANY COMMITMENT TO MAINTAINING HIGH LEVELS OF SAFETY FOR STAFF & VISITORS.

	MATTERS OF CONCERN


	

	ACTION REQUIRED
	


	FIRE SAFETY MANAGEMENT SYSTEM IN PLACE

	DETAILS
	DETAILS OF P.O.C.M.R IN H&S FILE . AREAS OF RESPONSIBILITY CLEARLY DEFINED IN JOB DESCRIPTIONS AND DETAILED IN H&S FILE.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


	PROCEDURES IN PLACE TO MONITOR AND REVIEW FIRE SAFETY PROCEDURES IN THE PREMISES

	DETAILS 
	H&S ADVISER REGULARY AUDITS AND REVIEWS PROCEDURES AS NECESSARY AND AT SIX MONTHLY INTERVALS. REPORTS DIRECTLY TO MANAGING DIRECTOR. STAFF TRAINING INCLUDES FAULT REPORTING PROCEDURE.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


12. MANTENANCE OF EQUIPMENT

	MAINTENANCE PROGRAMME FOR PREVENTITIVE & PROTECTIVE MEASURES



	DETAILS 
	FM DEPT. CARRY OUT REGULAR AUDITS. ALL STAFF AWARE OF DEFECT REPORTING SYSTEM.  CHUB FIRE HAVE CONTACT FOR MAINTENANCE OF ALARMS, EXTINGUISHERS AND EMEGENCY LIGHTING SYSTEM. ALL ABOVE ARE MAINTAINED IN ACCORDANCE WITH RELEVANT BRITISH STANDARD.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


13. TRAINING

	FIRE SAFETY TRAINING PROVIDED FOR RELEVANT PERSONS

	DETAILS 
	ALL STAFF TRAINED IN EVACUATION PROCEDURES ON INDUCTION AND TWICE YEARLY. EVACUATION DRILLS CARRIED OUT TWICE YEARLY.

FIRE MARSHALLS APPOINTED FOR EACH DEPARTMENT RECEIVE ADDITIONAL TRAINING FROM CHUBB FIRE. NOMINATED STAFF TRAINED IN USE OF EXTINGUISHERS.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


14. RECORDS

	RECORDS OF MAINTENANCE & TRAINING

	DETAILS 
	ALL MAINTENANCE RECORDS KEPT IN FM DEPT. ELECTRONIC & PAPER VERSIONS AVAILABLE’

H&S ADVISOR MAINTAINS RECORDS OF STAFF TRAINING.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


15. CO-OPERATION & CO-ORDINATION

	PROCEDURES IN PLACE TO ENSURE CO-OPERATION AND CO-ORDINATION BETWEEN OCCUPIERS OF RELEVANT PREMISES

	DETAILS 
	N\A SINGLE OCCUPANCY.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


	CONSULTATIONS CARRIED OUT WITH INTERESTED PARTIES DURING RISK ASSESSMENT PROCESS. E.G. EMPLOYEES/SAFETY REPRESENTATIVES



	DETAILS 
	TRADE UNION REPRESENTATIVE CONSULTED AND ASSISTED IN ASSESSMENT PROCESS. COMPANY WEBSITE PROVIDES UPDATED INFORMATION TO ALL EMPLOYEES.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


	PROCEDURES IN PLACE FOR ANY NECESSARY CONTACT WITH EXTERNAL EMERGENCY SERVICES, PARTICULARLY AS REGARDS FIRE-FIGHTING, RESCUE WORK, FIRST-AID AND EMERGENCY MEDICAL CARE.


	DETAILS 
	FIRE SERVICE HAVE CARRIED OUT FAMILIARISATION VISIT AND HAVE PLANS OF PREMISES.

	MATTERS OF CONCERN
	

	ACTION REQUIRED
	


16. CONCLUSIONS

	CONCLUSION

	ESCAPE ROUTES ARE MAINTAINED FREE OF COMBUSTIBLE MATERIALS, THEREFORE MOST LIKELY FIRE WOULD OCCUR IN OFFICE. IF PERSONS ARE IN OFFICE FIRE WOULD BE NOTICED IN EARLY STAGES AND STAFF COULD SAFELY VACATE ROOM. STAFF ARE TRAINED AND WOULD RAISE ALARM BY ACTUATING CALL POINT. REMAINING STAFF WOULD EVACUATE. IF SAFE TO DO SO TRAINED STAFF WOULD ATTEMPT TO EXTINGUISH FIRE.

IF OFFICE WERE UNOCCUPIED STAFF USING CIRCULATION ROUTES WOULD HEAR AND SMELL FIRE DEVELOPMENT BEFORE THE ROOM WAS FULLY INVOLVED. ALARM WOULD BE RAISED AND ALL PERSONS CAN TRAVEL AWAY FROM FIRE TO FINAL EXIT IN RELATIVELY SHORT DISTANCE AND TIME.

EVACUATION DRILLS DEMONSTRATE THAT BUILDING COULD BE FULLY EVACUATED WITHIN 4 MINUTES.



	ACTION REQUIRED:

	


17. REMEDIAL ACTION PLAN

	DEFICIENCY
	REMEDIAL ACTION REQUIRED
	TO BE COMPLETED BY DD/MM/YY 


	DATE COMPLETED DD/MM/YY
	VERIFIED BY NAME

	OCCASSIONAL LONE WORKERS MAY BE UNAWARE IF FIRE DEVELOPED AFFECTING ESCAPE ROUTES.
	1. RESTRICT LONE WORKING TO FRONT RECEPTION OFFICE.

2. UPGRADE FIRE ALARM TO INCLUDE AUTOMATIC SMOKE DETECTION IN CORRIDORS AND STAIRWAYS.
	1. IMMEDIATE EFFECT

2. 10 MONTHS
	1. 1/7/04                     

2. 
	R.SMITH

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


18. ANY OTHER RELEVANT INFORMATION


This document suggests information that should be contained in a fire risk assessment record. It may serve as a record of the significant findings of a fire risk assessment.  
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