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FIRE RISK ASSESSMENT EXAMPLE / GUIDE
Under the Regulatory Reform (Fire Safety) Order 2005

Department or Faculty: 
	Building Address: 
	Full building address including post code

	Building ID:

	e.g. Old Park Hill = 01OP, Churchill Hall = CHHL – ask the Fire Safety Adviser if unsure.


	Approximate age of building:
	
	“Listed” status:
	e.g. Grade / Not Listed

	Floor area:
	Available from Health & Safety Office if you do not know
	
	

	Building Construction
	
	Construction class (A, B or C):
	Ask the Fire Safety Adviser if unsure

	External walls:
	e.g. brick, stone, timber
	Inner walls:
	e.g. brick, partition, concrete

	Roof: 

	e.g. tiles, slates, flat
	Floors:
	e.g. concrete, timber

	Number of floors:
	Including basement
	Number of basements:
	See below under description

	Number of staircases:
	Internal and external
	Number of final exits:
	Doors to the outside

	Number of lifts (passenger/goods/evacuation):    
	
	
	
	Lightning protection provided and location:
	Lightning “spike” with copper band brought down the outside to the ground


Description of building layout: (number of rooms, corridors, stairs, approx. height of ceiling, existence of false ceiling, restricted areas etc)
	Basement: A basement is a floor accessed only by an internal staircase.  Many UoB buildings have lower ground floors because of the sloping site. A lower ground floor with an internal stair and an external door/final exit is not classed as a basement.
Ground floor:

1st floor:

2nd floor:

3rd floor:

4th floor:

5th floor:

Delete or add floors from the list above as appropriate for the building


Use of premises: (include nature of activities, public events, times of day used, hired out for private use, accessibility for disabled persons etc)
	NOTES: 

Hire for public events in the evening or at weekends increases the risk of injury should a fire occur as attendees are unfamiliar with the building and escape routes / plans. Premises use needs to be taken into account in the FRA and event organisers need to make sure they have sufficient staff to assist/guide and inform as necessary.
Every building should / WILL (eventually) have a Building Emergency Evacuation Plan that states normal and emergency means of access and escape and the means of disabled escape available. Many buildings are not accessible to wheelchair-users in particular.  The BEEP should state what, if any, means of escape are available for disabled visitors and if access is not possible other than at ground floor it needs to say so.  
Known disabled staff or students who need assistance in an emergency evacuation should have their own Personal Emergency Evacuation Plan.



Fire Risk Assessment undertaken by:



Date of assessment:


Disclaimer: (This section to be populated if the risk assessment omits inspection of parts of the building, e.g. locked rooms, restricted access, ceiling voids, risers etc, stated which areas and why i.e. presence of asbestos-containing materials would prevent inspection of a ceiling void)

	e.g. This Fire Risk Assessment was completed after inspection of all available rooms and areas.  Those rooms not inspected are: Basement plant room (restricted access); rooftop plant rooms (restricted access); false ceiling voids (signs warning of presence of asbestos containing materials); locked 2nd floor office; service riser cupboards (locked)



	Date of scheduled review #1:
	12 months time
	Review completed by:
	

	Date of scheduled review #2:
	Etc
	Review completed by:
	

	Date of scheduled review #3:
	Etc
	Review completed by:
	

	Date of scheduled review #4:
	Etc
	Review completed by:
	

	Date of scheduled review #5:
	
	Review completed by:
	


Non-scheduled Review date:


     Reason for review:
Undertaken by:

Contents:

	Section


	Consisting of
	Page

	Facing Sheets


	
	

	FRA Step 1


	Fire Hazards: sources of ignition; sources of fuel; sources of non-atmospheric oxygen


	

	FRA Step 2


	People at risk


	

	FRA Step 3


	Fire spread; fire alarm and detection system; fire-fighting equipment; evacuation strategy; emergency escape lighting; signs and notices; emergency plans

	

	FRA Step 4


	Information and instruction; training

	

	FRA Step 5


	Review

	

	Evaluation of a fire occurring


	
	

	Fire History


	
	

	Fire Risk Assessment Action Plan


	
	


 (NB “Action By” in bold = requires attention, all others refer to person(s) responsible under normal circumstances)
	Step 1: FIRE HAZARDS

	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Step 1: Sources of Ignition

	
	
	
	
	

	Naked Flame
(Location of isolation switch)
	
	
	
	Add suitable text to explain where/how used. Mention gas heating boilers where appropriate
	Department

	Gas supply
(Location of isolation switch)
	
	
	
	State where the shut off is located and whether access is restricted / a key needed
	Maintenance Services

	Electrical supply including test date of mains system
(Location of isolation switch)
	
	
	
	As above
	Maintenance Services

	Oil-fired equipment
(Location of isolation switch)
	
	
	
	If none in use say so, don’t just leave the box empty
	Maintenance Services

	All electrical equipment been PAT tested.

	
	
	
	State whether items are tested and the date (s) of the last test / frequency
	Head of Department

	Failure of temperature thermostats on hot work/cooking processes
	
	
	
	Ovens, microwaves, toasters etc all have thermostats that could fail. Only tick N/A if none of these in the building
	Head of Department or Building Services

	Faulty, misused electrical equipment or poor installation

	
	
	
	Would be seen during an inspection. State what and where or say nothing found if this is the case
	Head of Department

	Lighting equipment

	
	
	
	We do get fires started by faults in ceiling lights. Mention testing regime by Building Services, any desk lights or others provided by the Department rather than Building Services

	Building fire coordinator, Building Services

	Hot surfaces and obstruction of equipment ventilation

	
	
	
	Warming plates, cookers, toasters, portable heaters etc. State where in use, maintenance etc
	Head of Department, Building Services

	Hot processes e.g. welding, glass-blowing

	
	
	
	State what and where as appropriate
	Head of Department

	Portable or fixed heating systems

	
	
	
	State what e.g. gas boiler feeding hot water to radiators, oil-filled portable heaters etc. and where used
	Building Services and/or Head of Department

	Static charge from equipment

	
	
	
	Check for earth bonding under sinks etc. Check for lightning conductor rod and tape.
	Building Services

	Cooking equipment hot ducting, flues etc

	
	
	
	Larger catering kitchens will have this. Smaller ones and “welfare areas” probably will not. What maintenance regime is in place? Location of records?
	Head of Department or Building Services

	Extract fans for dust and fume removal
(Location of isolation switch)
	
	
	
	State what and where plus any maintenance regime. May need to check with Building Services
	Building Services

	Production of heat from chemical reactions

	
	
	
	Anticipated reaction in chemical experiments etc. State where in the building if appropriate.
	Head of Department

	Self-heating and spontaneous ignition

	
	
	
	As above. 
	Head of Department

	Steam pipes

	
	
	
	Some buildings may still have them. Check with either the Fire Safety Adviser or Building Services
	Building Services

	Friction from mechanical equipment


	
	
	
	Possible if mechanical devices begin to fail/poor maintenance etc. What maintenance occurs?
	Head of Department

	Smoking materials e.g. cigarette butts, matches etc

	
	
	
	State that smoking is prohibited within buildings. State if evidence of smoking found or where smoking is permitted (accumulation of butts/matches etc outside doorways etc)
	Head of Department

	Arson, vandalism

	
	
	
	Any history or vandalism. If recent events this is more of a concern. What steps have been taken? Any known arson attempts?
	

	Personal equipment in use (not PAT tested)

	
	
	
	Likely to be some. Not really acceptable if lots. Halls & student accommodation are known areas for lots of untested personal equipment.
	

	Step 1: Sources of Fuel


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Are flammable substances used (Solid, liquid, gas)


	
	
	
	This does not refer to furniture etc which is covered below. Roughly how much, where stored and how
	Head of Department

	Is an inventory of flammable substances maintained


	
	
	
	Ideally yes, but in some buildings this would be very difficult to achieve.  Say what you have.
	Head of Department

	What safe working procedures are in place / enforced:


	
	
	
	Work process risk assessment?! Where/ how are procedures briefed to people? Evidence available?
	Head of Department

	Appropriate hazard signs in place


	
	
	
	Should be. Say what there is, or say so if nothing. Will need to be addressed if nothing in place.
	Head of Department

	Personal belongings


	
	
	
	Always will be some but it should not be excessive. State where kept, e.g. lockers.
	Head of Department

	Toiletries, aerosols etc


	
	
	
	As above
	Head of Department

	Textiles and soft furnishings including cushions, curtains, clothing
	
	
	
	Some academic offices have settees, lots of cushions etc. State what and where
	Head of Department

	Upholstered furniture in good condition without splits, tears or holes in the covers
	
	
	
	Torn seat cushions with exposed padding will burn more readily – say where such items are located and get them replaced.

	Head of Department

	Does furniture comply with the Furniture and Furnishings Regulations
	
	
	
	Look for a label or seek information. Anything old will not comply but solid timber furniture is less of a problem than older foam-filled furniture etc.
	Head of Department

	Displays and stands


	
	
	
	These add fuel to the fire and need to be managed. Say what, where. (Bad news in escape routes!)
	Head of Department

	Drapes, scenery and banners


	
	
	
	Again a fire hazard. Should be treated with fire-retardant paint or spray. Say what and where.
	Head of Department

	Notice boards


	
	
	
	Boards should be managed, notices kept to a minimum and pinned at all corners. Preferably an enclosed notice board. Say what and where.
	Head of Department

	Packaged foodstuffs including those containing sugar and oil
	
	
	
	Likely to be some in most buildings. Say what and where e.g. small amounts for personal use in welfare room cupboards and fridge.
	Head of Department

	Paper and cardboard including packaging


	
	
	
	Always will be some in a working environment. Lots of loose paper etc in rooms, corridors is not good. Needs to be suitably stored in a safe location. Say what and where. If poor housekeeping is an issue say where and make sure it is added to the Action Plan at the end of this FRA.
	Head of Department

	Floor coverings

	
	
	
	State what type: carpet, vinyl, floorboards etc
	Head of Department

	Other combustible materials and decorations

	
	
	
	Promotional material, Christmas decorations etc Say what and where / when
	Head of Department

	Wall and ceiling linings / finishes

	
	
	
	Emulsion-painted paper or plaster is best. Other finishes (e/g/ flock paper) are bad news
	Head of Department

	Plastic and rubber products e.g. videos, DVDs, CDs, foam-filled mats etc
	
	
	
	Bound to be some but unless a DVD library, video library etc I would expect small amounts stored safely. Say what and where
	Head of Department

	Plastic and timber storage facilities e.g. pallets, bins etc


	
	
	
	Unlikely in most buildings but possibly an issue in some larger academic buildings. Say what and where
	Head of Department

	Wheelie bins, skips


	
	
	
	Where located (away from the building is preferred. Mentioned how waste is removed from the building – daily/weekly etc and when the wheelie bins are emptied


	Head of Department

	Laundry supplies


	
	
	
	State if this applies or not. If it does, where, how stored, restricted access etc.
	Head of Department

	Stored goods / racked storage


	
	
	
	Likely in some larger buildings and catering kitchens etc. State what type of shelving (timber or metal), restricted access etc.
	Head of Department

	Step 1: OXYGEN


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Oxidising processes


	
	
	
	State where and what they are. Control measures in place (Risk Assessments)
	Head of Department

	Piped oxygen supply


	
	
	
	Pipe routes etc.
	Head of Department

	Oxygen cylinders: storage location, ventilation, proximity to ignition sources
	
	
	
	State what and where
	Head of Department

	Segregation of full and empty cylinders


	
	
	
	Used and new cylinders should be stored separately. State how stored.
	Head of Department

	Step 2: PEOPLE AT RISK


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Total numbers in the building: Day:

                                                         Evening:

                                                         Night:

                                                         Weekend:                                                     
	
	
	
	State roughly how many people and at the times of day indicated. State if visitors or contractors e.g. evening classes, public events etc.
	Head of Department, Conference Office?

	Any persons with disabilities Physical
                                              Hearing

                                              Eyesight
	
	
	
	State if known staff or students (disability only, not individual names)
	Head of Department

	Any persons with language difficulties

	
	
	
	Unlikely but a possibility. If known say so.
	Head of Department

	Lone working including location

	
	
	
	Likely in all buildings and would include people working alone in an office as well as someone working alone in a rooftop plant room. What procedures are in place?
	Head of Department

	Contractors and their working location

	
	
	
	Do contractors report in when they come to site? Say what happens.
	Head of Department

	Instructions or information given


	
	
	
	Some info provided by Stan Hudson in Old Park Hill. This is not enough and there needs to be building-specific information provided by the BFC or DSA. Say what is provided.
	Head of Department

	Visitors


	
	
	
	If a visitor is escorted/hosted while on site there is no real need to provide additional information as they are directed by the host in an emergency. If they can/are left alone they need to be given information.  Say what happens in your building.
	Head of Department

	Instructions or information given


	
	
	
	Visitors who remain with their host while in the building do not need to be given fire safety information, those that don’t do need it.
	Head of Department

	Conferences, Ceremonies, public events etc


	
	
	
	What information, how many people, what assistance provided and training given? When are events held?
	Event organiser

	Lecture theatres – maximum numbers in attendance


	
	
	
	As above
	Event organiser

	Step 3: FIRE SPREAD


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Lower floor affecting single escape route from upper floor


	
	
	
	This a particular issue with single-staircase buildings. Say what and where plus control measures e.g. all fire doors onto single staircase are automatic fire doors and will close if the fire alarm sounds.
	Head of Department / Building Services

	Fire in an unoccupied space


	
	
	
	Always possible especially if electrical equipment left running. State if instructions in place regarding turning off unused/non-essential equipment, closing doors and windows etc.
	Head of Department

	Fire spread via vertical shafts or horizontal ducts


	
	
	
	Duct shafts and horizontal cable/pipe routes will act as chimneys once a fire starts. If you have such risers with the covers left open the fire will spread into the floor. Say where risers are left open.
	Building Services

	Fire spread through combustible structural elements


	
	
	
	Traditional construction (class B e.g. Woodland Road villas) have timber floors and a fire will spread relatively easily if unchallenged. 
	Building Services

	Fire spread through large quantities of combustible materials
	
	
	
	This would be a Head of Department / Building Fire Coordinator action to resolve with the individual concerned.
	Head of Department

	Vertical fire spread through racking or displays


	
	
	
	Combustibles stored on racking or shelving will burn quite quickly and assist fire growth. Say what and where applicable
	Head of Department

	Fire spread through poor installation of fire precautions


	
	
	
	This would be a Maintenance Services action to resolve
	Building Services

	Fire spread through poorly maintained fire precautions


	
	
	
	This would be a Maintenance Services action to resolve
	Building Services

	Fire spread through poorly used fire precautions e.g. wedged open fire doors
	
	
	
	This would be a Head of Department / Building Fire Coordinator action to resolve
	Head of Department

	Fire within an assembly space


	
	
	
	An assembly place is somewhere like a common room, lecture theatre, restaurant, Wills Memorial Building Great Hall. Say if your building has such areas.
	Head of Department

	Step 3: FIRE ALARM AND DETECTION SYSTEM


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	What is the fire alarm sound?


	
	
	
	Ask if it is not obvious (we either have sirens or bells)
	Building Services

	Does the fire alarm conform to BS5839 pt1 2002?


	
	
	
	Most do. Ask the Fire Safety Adviser if unsure.
	Building Services

	Is the alarm specification known? (L1, L2, L3, L4 etc)


	
	
	
	L1 = detections everywhere

L2 = detection as for L3 + high fire hazard / high fire risk areas
L3 = detection in rooms onto escape routes and escape routes
L4 = detection in escape routes and communal areas only 
	Building Services

	Does the fire alarm automatically signal Security when it sounds?
	
	
	
	As at November 2009 less than 50% of premises are connected to BOLD
	Building Services

	Is the fire alarm system sub-standard


	
	
	
	By now most are not, or are scheduled for upgrade. Check progress of upgrade
	Building Services

	Are fire alarm call points located by storey and final exits


	
	
	
	Generally Yes but sometimes others located in other places. Say if this is the case. DO NOT confuse the red fire alarm break glasses with the green door lock release break glasses.
	Building Services

	Are the call points unobstructed


	
	
	
	Shouldn’t be and it is inadequate management of fire safety is this is the case. Say where if found.
	Head of Department

	Can the alarm be raised without placing people in danger


	
	
	
	This refers to automatic detection as well as the location of the manual call points. If located by storey exits people can hit them as they escape.
	Building Services

	Is the alarm clearly audible throughout the building


	
	
	
	Should be. Fire Wardens are told to check all parts of their building over a period of weekly tests to check.  Anyone finding they cannot clearly hear the fire alarm when it sounds has a responsibility to report it.
	Building Services. Departmental staff

	Are there alternative provisions for deaf or hard-of-hearing


	
	
	
	Ideally thee should be. Say if there are flashing beacons, Clarion pager system etc.
	Building Services

	Suitable arrangements in place for noisy environments


	
	
	
	If the alarm cannot be heard there must be alternative means of alerting people. Say what there is.
	Building Services

	Suitable arrangements in place in noise-sensitive areas including public performances, research areas etc


	
	
	
	Unlikely to be an issue in most buildings but say what there is in place.
	Building Services

	Suitable arrangements in place to facilitate use of refuge communications systems
	
	
	
	Not all buildings have refuges. If yours does, say what the communications device is and how often it is tested.
	Building Services

	Is the alarm system tested (and records held) Weekly:

                                                                        Quarterly:

                                                                        Annually:
	
	
	
	Weekly tests by building users, others by Maintenance Services or a contractor
	Head of Department/Building Services

	Step 3: FIRE-FIGHTING EQUIPMENT


	
	
	
	
	Action By

	Is the fire-fighting equipment suitable for the risk


	
	
	
	Yes – provided to comply with the relevant British Standard
	Health & Safety Office

	Is it in the right location – by storey exits and final exits


	
	
	
	Yes unless moved by people in the building
	Health & Safety Office

	Is the equipment free of obstruction and easily visible


	
	
	
	Should be. If found obstructed say by what and where and make sure it is included in the Action Plan
	Head of Department

	Securely fixed to the wall or on floors stands


	
	
	
	Yes unless moved by occupants or a specific reason for not fixing e.g. wall strength.
	Health & Safety Office

	Sufficient in number


	
	
	
	Yes
	Health & Safety Office

	In good condition e.g. free from damage, misuse, leaks etc
	
	
	
	Visual inspection of a few will show misuse or abuse. Fire wardens told to check occasionally
	Head of Department

	Is it within twelve months of the last inspection (label)


	
	
	
	Should be! State date of last inspection
	Health & Safety Office

	Are people trained to use it


	
	
	
	Generally No but training is available from the Health & Safety Office. Suitable for Building Fire Coordinator; fire wardens, lab technicians, porters
	Head of Department

	Fire-fighting shafts provided:


	
	
	
	This is a protected stair containing a fire-fighting lift, wet or dry fire-fighting rising main. Most buildings will not have one. Check with the Fire safety Adviser if unsure.
	Building Services

	Fire-fighting lifts provided:


	
	
	
	No. Buildings with evac lifts are Physics, DHB, Arts MMC
	Building Services

	Wet or dry riser (fire-fighting main) and location:


	
	
	
	Look out for landing valves in staircases, pressurisation points on the outside of the building State if your building has them or not (buildings of less than 5 storeys are unlikely to have one)
	Building Services

	Step 3: EVACUATION STRATEGY
	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Single stage / Two stage / Other?


	
	
	
	Single stage = all out, full alarm on activation
Two-stage = local alarm (or pre-alarm) at porters lodge or alarm panel, then a short time before the full alarm activates. Provides alarm investigation time & avoids unnecessary evacuations due to false alarms. Say what happens in your building.
	Building Services

	Approximate time to evacuate all people from the building 


	
	
	
	Should be recorded in the logs section of the Building Fire Manual.
	Head of Department

	Can heat or smoke travel through the building to prevent use of escape routes
	
	
	
	Yes if fire doors are wedged open!
	Head of Department

	Are there holes in walls, floors or ceilings to allow smoke and heat to spread
	
	
	
	Holes around pipes /cables etc should be filled or “Fire-stopped”. Say where such holes are found
	Building Services

	Are all fire doors in good condition


	
	
	
	6-monthly inspection regime reinstated. Defective doors should be reported via this system but always report a defective fire door if you find one.
	Building Services, Head of Department

	Are fire doors held open or obstructed


	
	
	
	Shouldn’t be unless properly managed. Exceptions are Automatic Fire Doors and Dorgard devices
	Head of Department

	Are all staff and students aware fire doors must not be held open or obstructed/prevented from closing
	
	
	
	Should be aware through training. Say if this is the case or not.
	Head of Department

	Are there an adequate number of protected areas


	
	
	
	Essentially this will mean staircases. The answer is Yes in all university buildings.
	Building Services

	Do all final exits lead to a place of safety away from the fire area outside the premises
	
	
	
	Yes unless the final exit opens onto a locked courtyard or other dead end. Say what the situation is in your building.
	Building Services

	Are corridors and stairwells forming the escape route free from storage and obstruction
	
	
	
	Ideally there will be nothing in escape routes. Small amounts not restricting the corridor width may be acceptable. Say what the situation is in your building.
	Head of Department

	Do all doors open in the direction of escape


	
	
	
	Should do in most cases except for when few people are likely to use a doorway.
	Building Services

	Are final exit doors easily opened without the use of a key


	
	
	
	Single-handed opening is the ideal. Thumb-latches, crash bars, green break glasses are acceptable. Say what you have in your building.
	Building Services

	Will all persons be able to easily use all of the escape routes
	
	
	
	If people can get into the building they should be able to get out, possibly with assistance.  Say what the situation is in your building. 
	Head of Department

	Have provisions been made for the escape of people with a disability
	
	
	
	Think wheelchair users on upper floors – what is in place to aid their escape (must not rely on fire brigade to rescue)
	Head of Department

	Is there a Building Emergency Evacuation Plan in place for disabled visitors


	
	
	
	There should be! Check the Building Fire Manual appendix 1.
	Head of Department

	Is there a Personal Emergency Evacuation Plan in place for any disabled student or member of staff who needs one


	
	
	
	Only needs to be if an individual has a disability that requires assisted escape. Should be at appendix 2 of the Building Fire Manual if there is one. 
	Head of Department

	Are floors and stairways in good condition and free from slip or trip hazards


	
	
	
	Should be. State where floor coverings are broken / loosing / uneven as this represents a potential trip hazard.
	Building Services

	Are external pathways and stairs in good condition and free of slip and trip hazards or other obstructions
	
	
	
	Uneven surfaces/changes of level, obstructions, vegetation will all act as a slip or trip hazard 
	Building Services

	Step 3: LIGHTING AND EMERGENCY ESCAPE LIGHTING
	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Is there adequate lighting along each of the exit routes including external stairs and pathways
	
	
	
	Many types of emergency lights installed – not easy to tell. Newer types will have a red or green LED indicating the light is working and the battery is charged. Failure of the LED indicates a fault on the system and needs to be reported to Maintenance Services.  
	Building Services

	Is there adequate emergency escape lighting along each of the exit routes including external stairs and pathways
	
	
	
	Out of hours/winter – external routes will be difficult to negotiate in the dark – there should not be a reliance on “borrowed lighting”(street lights)
	Building Services

	Is the emergency lighting regularly tested and records held:  Monthly (by building users)
         Annually (by Maintenance Services)
	
	
	
	Monthly user tests involve operating a test key where fitted. Many buildings do not have this facility so users cannot test the emergency lights. State what is done in your building. 
	Building Services

	Step 3: SIGNS AND NOTICES
	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Are all escape routes clearly signed with Fire Exit signs along their length
	
	
	
	Should be easily visible and unambiguous. Say if signs are wrong, missing, vague etc.
	Building Services

	Do final exit doors have suitable signs telling how to open the door
	
	
	
	Ideally Yes but often No. Say how it is in your building
	Building Services

	Fire exits fitted with security devices have signs telling how to operate and signs clearly visible
	
	
	
	As above. There are new colour signs available – contact the Health & Safety Office.
	Building Services

	Automatic fire doors have Fire Door Keep Clear signs


	
	
	
	Should have. Contact Building Services if not.
	Building Services

	Doors fitted with Dorgard or similar have appropriate signs


	
	
	
	As above
	Building Services

	Riser doors, cupboard doors have Fire Door Keep Locked signs as appropriate
	
	
	
	As above
	Building Services

	Cross-corridor fire doors have Fire Door Keep Shut signs on both sides (both doors if double doors)
	
	
	
	As above
	Building Services

	Fire Action Notices in place by manual call points and accurate/current
	
	
	
	Contact the Health & Safety Office if signs missing or incorrect
	Health & Safety Office

	Signs advising of hazardous materials, processes etc in place and current
	
	
	
	Responsibility of the Head of Department. Say what is in place and where
	Head of Department

	Step 3: EMERGENCY PLANS


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Is there an emergency plan in addition to the Fire Action Notice
	
	
	
	If there is it needs to link-in with the Fire Action Notice / no conflict etc.
	Head of Department

	Does the plan take into account other emergency plans (e.g. bomb threat) applicable to the building
	
	
	
	State what the situation is in your building
	Head of Department

	Is the plan available to the enforcing authority


	
	
	
	Should be. As above
	Head of Department

	Is the plan readily available for staff to read


	
	
	
	Should be. As above
	Head of Department

	STEP 4: INFORMATION and INSTRUCTION


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Have staff been told about the emergency plan


	
	
	
	Should be. As above
	Head of Department

	Have nominated staff (fire wardens, Building Fire Coordinator, first-aiders) been identified to new staff
	
	
	
	Should be as part of induction
	Head of Department

	Have staff been given information about relevant dangerous substances
	
	
	
	Should be. As above
	Head of Department

	Are there suitable arrangements in place to inform temporary workers, agency staff, contractors etc
	
	
	
	Should be. As above
	Head of Department

	Are fire safety arrangements coordinated between all departments or similar within the building
	
	
	
	Should be if appropriate. State how it is in your building.
	Head of Department

	Have the arrangements and information provided been recorded
	
	
	
	Should be
	Head of Department

	Step 4: FIRE SAFETY TRAINING
	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	Is fire safety included in departmental induction training


	
	
	
	Should be. State what happens in your building including location of records
	Head of Department

	Is basic fire safety awareness training provided to all staff 


	
	
	
	Should be. As above
	Head of Department

	Are fire drills carried out every term in line with the Fire Safety Policy
	
	
	
	Should be done every term and recorded in the logs section of the Building Fire Manual.
	Head of Department

	Are there people trained in specific roles: 

                                                      Fire warden

                                                      Alarm investigation

                                                      Fire Risk Assessment

                                                      Use of fire extinguishers
	
	
	
	Should be. What is the situation in your building. Where are training records held?
	Head of Department

	Is a record of staff fire safety training maintained


	
	
	
	Should be. As above.
	Head of Department

	STEP 5: REVIEW


	N/A
	Yes
	No
	COMMENTARY / CONTROL MEASURES
	Action By

	This Fire Risk Assessment may become invalid due to (any would require a review to be completed):
	
	
	
	
	

	Change in work activity


	
	
	
	The answer to most of these questions is Yes but in many cases the change is unlikely to occur.
	Head of Department

	Alterations to buildings


	
	
	
	As above
	Head of Department / Building Services

	Change of use


	
	
	
	As above
	Head of Department

	Increase in storage or use of hazardous materials


	
	
	
	As above
	Head of Department

	Failure of the fire detection system, ventilation plant or life safety systems


	
	
	
	As above
	Building Services

	Significant problems reported by staff


	
	
	
	As above
	Head of Department

	Significant changes in staff numbers


	
	
	
	As above
	Head of Department

	Persons with a disability requiring provision of a Personal Emergency Evacuation Plan and associated equipment/trained helpers.
	
	
	
	As above
	Head of Department

	MISCELLANEOUS


	
	
	
	
	

	Where installed, are ventilation systems:

                                          Input only, Extract only, Both
	
	
	
	If your building has them state how they work 
	Building Services

	Do ventilation systems or other systems turn off when the fire alarm sounds
	
	
	
	Say if they automatically turn off when the fire alarm sounds (clue: if Building Services need to come and reset them they are linked)
	Building Services

	When the premises is vacated are checks made to ensure electrical equipment is turned off if possible, windows and doors closed etc.
	
	
	
	Ideally Yes. Say what happens in your building
	Head of Department

	
	
	
	
	
	

	EVALUATION OF A FIRE OCCURRING


	High
	Med
	Low
	COMMENTARY / CONTROL MEASURES
	Action By

	Accident:


	
	
	
	In most cases the answer to these questions will be Low. If not, what steps are being taken to minimise the risk of fire and mitigate the damage when one occurs?
	Head of Department

	Act or omission:


	
	
	
	As above
	Head of Department

	Deliberate / expected due to work:


	
	
	
	As above
	Head of Department

	Deliberate / malicious


	
	
	
	As above
	Head of Department


Fire History: 
	Year
	Brigade involved Y/N
	Description of incident including known or likely cause
	Extent of building affected by fire or smoke

	
	
	Say what fires there have been, if any.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Fire risk assessment action plan
	Issue 
	Priority

High, Medium

Low 

(H, M, L)
	Location
	Issue description
	Proposed solution
	Person responsible
	Job reference number
	Expected completion

(date)
	Checked as complete (names & date)

	1


	e.g. H
	e.g. Site
	e.g. No fire alarm system
	Install a new fire alarm system
	Building Services
	
	
	

	2


	e.g. M
	e.g. 1st floor
	e.g. Emergency light fitting, diffuser broken
	Replace diffuser
	Building Services
	
	
	

	3


	e.g. L
	e.g. 2nd floor
	e.g. escape sign fallen off wall above storey exit
	Replace sign
	Building Services
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