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1. Statement of Intent  
 

1.1 The CCG recognises in full its responsibilities under the Regulatory Reform (Fire 
Safety) Order 2005 (known in this document as RRFSO) and attaches great 
importance to the health, safety and welfare of its employees, visitors, and 
contractors. 
 

1.2 Continuity of business can be seriously affected by any significant fire and the CCG 
strives to have arrangements in place to ensure that services and critical activities 
are maintained. 

 
1.3 The CCG regards the promotion of health, safety, and welfare at work as a mutual 

objective for management and employees at all levels. Fire safety management is 
seen as an integral part of that objective. It is, therefore, the CCG’s policy to do all 
that is reasonable and practicable to prevent personal injury and damage to 
property, and to protect everyone from foreseeable work hazards, including the 
public where they come into contact with its premises or services. 

2. Aims and Objectives 
 

2.1 The CCG endorses the aims and objectives of the Regulatory Reform (Fire Safety) 
Order 2005; it will ensure that suitable and sufficient resources are made available 
to meet the requirements of this policy. 
 

2.2 This policy is applicable to all NCL CCG offices. As of 1st July 2021, the list of offices 
includes:  

 

First Floor, Building 4, North London Business Park, Oakleigh Road South, London, 
N11 1GN 

4th Floor, 250 Euston Road, London NW1 2PG 

Holbrook House, 116 Cockfosters Road, Barnet EN4 0DR 

River Park House, 225 High Road, Wood Green N22 8HQ 

1st and 2nd Floor Laycock Professional Development Centre, Laycock Street, 
London, N1 1TH 
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3. Implementation 
 

3.1 The Accountable Officer has responsibility for Fire Safety.  
 

3.2 It will be the responsibility of the Executive Management Team to set and monitor 
an implementation strategy for the Fire Safety Policy. 

 
3.3 It will be the responsibility of the line managers to ensure the Fire Safety Policy is 

available to all staff and implemented fully. Line managers will ensure that specific 
Fire Safety duties/responsibilities with respect to implementing the policy are clearly 
outlined in job descriptions and included in the staff appraisal system. 
 

3.4 It will be the responsibility of every employee of the CCG to co-operate with their 
employer and comply with the Fire Safety Policy. 

4. Principles 
 

4.1 This policy details how the organisation discharges it duties under the Regulatory 
Reform (Fire Safety) Order 2005, Health and Safety at Work Act 1974 and the 
Management of Health and Safety at Work Regulations 1999. The responsibilities of 
the organisation as an employer are to: 
 

 Co-operate and co-ordinate their activities with other tenants to ensure 
obligations are met to conduct comprehensive workplace fire risk assessments 
and to participate in any review. 

 Provide information, instruction, training, and supervision, to ensure the health, 
safety and welfare of employees and others. 

 Maintain the place of work in a safe condition, without risk to health, so far as is 
reasonably practicable. 

 Ensure safe means of access and egress in all workplaces. 
 

4.2 The CCG also recognises its responsibilities to protect non-employed persons from 
being exposed to the risks of its activities, and its responsibility to other users of its 
premises. 

4.3 The CCG aims to ensure that all employees are made aware of and understand their 
duties to take reasonable care of their own and other’s health and safety. 

4.4 In addition to the Regulatory Reform (Fire Safety) Order 2005, the CCG recognises all 
statutory health and safety requirements that always apply to its activities and the 
need for these to be met. 

4.5 The CCG’s Fire Safety Policy applies to: 

 All staff employed by the CCG, working on the CCG’s premises. 

 All staff employed by the CCG, working in other CCG’s premises. 

 All visitors to the CCG’s premises including Visitors and Contractors. 
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4.6 The CCG as far as is reasonably practicable: 
 

 Assesses the risks from fire with regard to the health, safety and welfare of 
employees and visitors whilst they are on its premises and maintains a record of 
its findings as required under the Regulatory Reform (Fire Safety) Order 2005 and 
the Management of Health and Safety at Work Regulations 1999; 

 Provides and maintains safe and healthy working conditions, adequate fire 
prevention arrangements, safe means of access and egress and takes account of 
all statutory requirements. 

 Provides information, operational policies and procedures, training, instruction, 
and supervision to enable employees to perform their work safely and efficiently. 

 Maintains suitable and sufficient records of training and of testing and 
maintenance of fire safety systems. 

 Makes available all necessary fire safety devices and firefighting equipment and, 
where appropriate, provides instruction in their use. 

 Provides and maintains suitable reference building plans showing relevant fire 

safety arrangements. 

 Maintains a constant and continuing interest in fire safety matters by consulting 

and involving employees or their representatives wherever possible 

5. Duties 
 

5.1 The Accountable Officer  
 
5.1.1 The Accountable Officer is designated as the responsible person in relation to the 

RRFSO. The Accountable Officer has a statutory responsibility for managing fire safety. 
They must ensure all fire legislation is complied with and implemented in all areas they 
are responsible for. The duties and responsibilities are: 
 

 To act as or delegate an EMT level director to take formal responsibility for fire 
safety. 

 To ensure there is access to a competent Fire Safety Advisor. 

 To allocate human and physical resources to key fire safety tasks.  

 To allocate financial resources as appropriate.  

 To ensure there are detailed arrangements including a prioritised action plan as 
part of a corporate risk register.  

 To adopt best practice to ensure the objectives of this policy are met.  

 To allocate clear responsibility to relevant managers for fire safety across the 
whole CCG. 

 To receive reports and information from senior managers and professional staff 
and take appropriate action. 
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5.2 Nominated Director with responsibility for Fire Safety 
 
5.2.1 This is a mandatory requirement and the nominated Director is accountable to the 

Accountable Officer to assist them in complying with their duties and responsibilities.   

 

5.2.2 The CCG has nominated a member of the EMT with specific responsibilities for Fire 

Safety. The Executive Director of Corporate Services has specific responsibilities for 

Fire Safety standards and to report to the Governing Body on such matters. 

5.3 The Governing Body 
 
5.3.1 In consultation with the Governing Body and the Executive Management Team, the 

Accountable Officer has the responsibility for the development, introduction, co-
ordination and monitoring of fire safety related policies and procedures designed to 
create and maintain a safe and healthy working environment and to meet the CCG’s 
objectives. 
 

5.3.2 The Executive Director of Corporate Services will ensure the Accountable Officer and 
the Governing Body are kept fully up to date with current legislation and the 
consequence of non-compliance. 
 

5.4 Fire Safety Manager 
 

The Fire Safety Manager is accountable to the Accountable Officer and Nominated 
Director. The CCG has nominated the Corporate Operations Manager as the Fire Safety 
Manager.  
 

5.4.1 The responsibilities of the Fire Safety Manager are: 
 

 To have an awareness of all fire safety features and their purpose. 

 To have knowledge of the fire safety risks particular to the CCG. 

 To be aware of requirements for staff who require a Personal Emergency 
Evacuation Plan (related to fire procedures). 

 Ensuring appropriate levels of management are always available to ensure 
decisions can be made regardless of the time of day.  

 Ensuring compliance with legislation.  

 Development and implementation of the CCG’s fire safety policy. 

 Development of the CCG’s fire safety strategy. 

 Development of an effective training programme. 

 Cooperation between other employers where two or more share the premises. 

 The reporting of fire incidents in accordance with current practice. 

 Monitoring and mitigation of unwanted fire alarm incidents. 

 Liaison with enforcing authorities. 

 Liaison with other managers. 

 Monitoring of inspection and maintenance of fire safety systems 
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5.5 Fire Safety Advisor 
 
5.5.1 The Fire Safety Advisor assists the Fire Safety Manager in the discharge of their duties. 

 
5.5.2 In effect these duties are discharged with the expert support and advice provided from 

NEL Commissioning Support Unit. This service provision is described in a Service Level 
Agreement, setting out accountability arrangements, minimum service specifications 
and monitoring arrangements 
 

5.5.3 The Fire Safety Adviser is responsible for the following: 
 

 Providing expert advice on the application and interpretation of fire legislation 
and fire safety guidance. 

 Advising on the content of the CCG’s fire safety policy. 

 Assisting with the development of the CCG’s fire strategy. 

 Helping with the development of a suitable training programme, including 
delivery of the training. 

 Liaising with enforcing authorities on technical issues. 

 Liaising with managers and staff on fire safety issues. 

 Liaising with the other competent professional specialists. 
 

5.6 Fire Wardens 
 
5.6.1 Fire Wardens assist the Fire Safety Advisor, their duties and responsibilities are: 

 

 To know precisely what to do in the event of a fire in their area of responsibility. 

 To keep the Fire Safety Advisor informed of any developments in their area(s) of 
responsibility that might affect fire precautions. 

 To monitor processes, working practices, procedures, and standards of 
housekeeping to ensure they are safe. 

 To distribute fire safety information and draw to the attention of staff areas of 
relevance to work procedures. 

 To refer promptly to their Manager and the Fire Safety Advisor, any fire safety 
problems which cannot be resolved locally. 

 

5.7 All Employed Staff 
 
5.7.1 All employees and others with a contractual arrangement with the CCG must take 

reasonable care for their own health and safety including fire safety, and that of others 
who may be affected by their activities. The duties and responsibilities are: 
 

 To comply with all safety policies and operational procedures relating to their 
work. 

 To attend any training relevant to their work. 

 To bring any need for training to the attention of the manager. 

 To comply with any existing risk assessments, and to bring to the notice of their 
manager any hazard not already covered in the risk assessment procedure. 
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 To report unsafe conditions or activities to their manager or safety supervisor so 
that remedial action can be carried out. 

 To make use of any fire safety measures or devices provided in accordance with 
instruction or training given. 

 Not to interfere with or misuse anything that is provided in the interests of fire 
safety. 
 

5.8 Young Persons 
 
5.8.1 Any person under the age of 18 is termed a young person. Special regard is to be given 

into the inexperience, lack of awareness of risks and immaturity of any young person’s 
working in the office workplace environment. 
 

5.9 Relevant Persons 
 
5.9.1 Visitors are expected to: 

 

 Comply with any fire safety rules or instructions given to them. 

 Not enter any area where a notice indicates entry is prohibited. 

 Not interfere with or misuse anything that is provided in the interests of fire safety. 
 

5.9.2 Contractors working in CCG’s premises are expected to take reasonable care for their 
own fire safety and that of others who may be affected by their activities. They must 
comply with all statutory rules and other safety standards as well as any local fire 
procedures that are applicable. 

6. Definitions 
 

 Hazard is something with the potential to cause harm. 

 Risk is the chance or likelihood that harm will occur. 

 Major (fire) Incident is when one or more areas are being affected by fire / smoke, or 
where departments must be evacuated. 

 Fire risk assessment is a systematic examination of a building or area within a building 
that considers the persons at risk, activities being carried out, compliance with 
legislation and/or guidance, the physical structure and related fire safety 
arrangements. 

7. Fire Risk Assessments 
 

7.1 It is a legal requirement under the Regulatory Reform (Fire Safety) Order 2005 that 
Fire Risk Assessments are carried out periodically in line with guidance. 

 
7.2 The risk assessments identify the management systems and physical fire precautions 

within the area which must be maintained, in addition to requirements for fire 
systems maintenance and staff training. 
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7.3 Fire risk assessments are completed, or existing ones altered where there are any 
new building works or refurbishments. Building plans associated with the fire risk 
assessment process must be kept up to date.   
 

7.4 The CCG has staff working across multiple sites – Refer to section 2.2. These buildings 
may be managed by the respective landlords with regard to the building’s fire risk 
assessments. The CCG is responsible for its own staff within the buildings. 
 

7.5 Copies of fire risk assessments are provided, on request, to the London Fire Brigade 
and Rescue Inspecting Officer. 
 

7.6 The Fire Authorities have the right to come and inspect such assessments at any 
reasonable time or in the event of any fire related incident. 

8. General Arrangements 
8.1 Fire Guidance Notes 

 
8.1.1 To support this Policy a supplementary Fire Guidance document is available providing 

more detailed information on key topics. Refer to Appendix 2 and 3. 
 

8.2 Training 
 
8.2.1 It is mandatory that every member of staff attends an appropriate Fire Safety Training 

Course regardless of the duration of their employment contract. Training will be 
provided to all levels of staff on a regular basis and will include induction training, 
appropriate refresher training and specialist training to relevant groups, e.g. Fire 
Wardens. 
 

8.2.2 E-learning will be used as an annual refresher during the 3-year period between ‘face 
to face’ training.  If e Learning is used it must be stressed that this is not normally 
accepted as the only means of training; other training will also be required to monitor 
compliance. Face to Face refresher training is to be completed every 3rd year. 
 

8.2.3 Training is facilitated by the Fire Safety Adviser and records of attendees are kept. 
Reports are provided as appropriate to relevant committees and groups. 

8.2.4 It is the responsibility of Managers to ensure they and their staff comply, and a record 
of attendance is maintained. 

8.3 Fire Service Attendance 
 
8.3.1 Any premises reporting an automatic fire alarm sounding will be required to confirm 

to Fire Service 999 staff that there is a fire, or signs of fire, before any firefighting 
response is sent. The Fire Service will only attend a commercial premise, whose fire 
alarm is operating, if a presence of fire in the building is confirmed. The Fire Service 
will no longer attend Unwanted Fire Signals (UwFS). 
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8.3.2 Many fire alerts are raised even though there was no incident; these perceived false 
alarms are referred to as Unwanted Fire Signals (UwFS). These UwFS divert valuable 
resources away from actual incidents and can cost millions of pounds every year. 

 
Each fire alarm within the CCG is to be investigated by the Fire Safety Advisor. 
 

8.4 General Fire Precautions 
 
8.4.1 Routine fire precautions are critical to ensure the risk of fire starting is kept as low as 

possible. All members of staff have a responsibility to reduce the risk of fire starting 
and to maintain general fire precautions. 
 

8.4.2 General fire precautions will be assessed each year as part of the Annual Fire Risk 
Assessment. Further guidance is available in the Fire Guidance Notes. 

 

8.5 Fire Alarm System 
 
8.5.1 Fire alarm systems are provided in all the CCG’s premises.  These systems are designed 

and maintained to current standards and records kept of any testing or maintenance. 
Further information about what action to take in the event of actual or suspected fire 
is contained in the Fire Guidance Notes. 

 

8.6 Equality Act and Refuge Points 
 
8.6.1 The CCG ensures, where possible, all aspects of building infrastructure meet the 

requirements of the Equality Act. This includes adjusting the fire alarm system, escape 
routes, and door furniture etc. where it is found necessary to do so by means of risk 
assessment. 
 

8.6.2 In the event of evacuation there are a number of Refuge Points available in some 
areas.  Refuge Points are areas where non-ambulant persons may be taken to where 
they are protected from the effects of a nearby fire. Where major refurbishments and 
other similar projects are undertaken then suitable adjustments will be made to the 
area concerned. 

 

8.7 Personal Emergency Evacuation Plans (PEEP) 
 
8.7.1 In those cases where it is known that a member of staff cannot respond to an alarm 

or needs assistance during evacuation e.g. if they are visually or hearing impaired, 
unable to use stairs due to disability both temporary and permanent, those who have 
a hidden impairments and women who are in the later stages of pregnancy, then a 
PEEP will be developed in conjunction with the person, their manager and the Fire 
Safety Advisor. A PEEP is specific to the needs of that individual and will be kept under 
regular review, at least annually. 
 

8.7.2 PEEP staff and either the Fire Warden or Line Manager should complete the relevant 
section of the Fire Safety Law document ‘means of escape for disabled people’ see 
Appendix 5 or via the  link below  
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https://www.gov.uk/government/publications/fire-safety-risk-assessment-

means-of-escape-for-disabled-people 

 

8.7.3 Each of the NCL CCG building landlords should provide details of their individual PEEP 
plans for tenants to follow.  

8.7.4 The CCG will ensure all Line Managers/ Directors are aware of PEEP staff and ensure 
the lead Fire Warden for the building is made aware of the number of PEEP staff who 
remain in the building, are leaving the building or are waiting at the agreed assembly 
point for PEEP staff. 
 

8.7.5 The CCG should offer advice on operational procedures within the building for visitors 
and where necessary offered options for their assistance and give suitable 
instructions. 

 

8.8 Reporting of Fires to NHS England 
 
8.8.1 It is a requirement to report all actual fires on CCG sites to which the fire service have 

been called to NHS England.  This is done by the Local Management and reported to 
the Fire Safety Manager as soon as practicable. Fires involving death, injury, large-
scale evacuation, or large-scale damage are reported immediately via telephone or 
email. 
 

8.8.2 Fires involving death or injury must also be reported to the Health & Safety Executive 
under the Reporting of Injuries, Diseases & Dangerous Occurrences Regulations 
(RIDDOR). 
 

8.9 Fire Equipment 
 
8.9.1 Firefighting equipment is available throughout the CCG. Fire equipment is only to be 

used to aid escape or save life. Staff trained in their use only can use them to 
extinguish any small fire. 
 

8.9.2 This equipment consists of fire extinguishers, fire blankets with some hose reels. 
 

8.9.3 There are fire hydrants and dry riser mains in some buildings for use by the fire service. 
 

8.9.4 It is the responsibility of all staff not to interfere with or obstruct any firefighting 
equipment.  Any identified problems must be reported to the Fire Safety Advisor as 
soon as practicable. Further guidance is available in the Fire Guidance Notes. 
 

8.10 Electrical Equipment 
 
8.10.1 All electrical equipment that is brought into the CCG, either through the normal supply 

channel or through any other route, e.g. donation, must be suitable for the purpose it 
is to be used for. All electrical equipment must be checked for electrical safety before 
it is first put into use. Portable electrical equipment is subject to regular inspection 
known as portable appliance testing (PAT) which should take place at least every two 
years. 

https://www.gov.uk/government/publications/fire-safety-risk-assessment-means-of-escape-for-disabled-people
https://www.gov.uk/government/publications/fire-safety-risk-assessment-means-of-escape-for-disabled-people
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8.10.2 The use of electrical extension leads, other than for IT equipment, is to be discouraged. 

Further guidance is available in the Fire Guidance Notes 
 

9. Associated Documents 
 

Health and Safety Policy 
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Appendix 1 - Fire Safety Structure 
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Appendix 2 – Fire Extinguishers  
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Appendix 3 - Fire Guidance  
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1. Raising the Alarm and Evacuation 
 

This booklet is available to provide guidance for staff so they can react quickly and effectively 
in the event of a fire emergency. The place where a fire might occur and the pattern of 
smoke travel is unpredictable and the success or failure of an emergency procedure depends 
on all members of staff knowing what to do. 
 
Red break glass call points are located near to exit points and combined with fire detectors 
they give us early warning of any fire. 
 
It is essential all members of staff acquaint themselves with: 

 The location of fire alarm points in their workplace and how to use them. 

 The position and importance of fire doors and fire shutters if fitted. 

 The dangers of breathing smoke and hot gases. 

 The layout of the fire exits from their workplace and the routes to their assembly 
points. 

 The positions and types of extinguishers. 

Action by person discovering the fire. Do not take risks. 

 Close all doors, containing the fire in one room if possible. 

 Activate the alarm by breaking glass on the nearest call point. 

 Shout fire. 

 Remove any person from imminent danger. 

 Advise building switchboard or building management of the location and nature of 
the fire. 

 Unless trained, do not attempt to try, and extinguish the fire. 

 Leave the danger area – make your way to the assembly point.  

 Report to the Building Manager, Fire Warden or Fire Brigade.  
 

2. Fire Alarms 
 
The fire alarm may vary depending where you are.  In some buildings the alarm is single-
stage, i.e. a continuous alarm; in newer larger buildings, there could be two-stage alarms.  
Never enter an area where a continuous alarm is sounding, you may walk into fire or smoke. 
Continuous Alarm: A continuous sounding alarm means that the fire alarm system has been 
activated. The area must be checked for actual fire as quickly as possible.  
 
Intermittent Alarm: An intermittent, or pulsing, alarm means that the fire alarm system has 
been activated in one of the surrounding departments, either on the same floor or on the 
floor below.  
 
Action by staff on hearing alarm: 
 

 Check area for signs of fire or activation of alarm by either fire detector or break glass 
call point. Follow the local emergency plan which shows the evacuation routes 
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 Evacuate to the assembly point. 

 Do not stop to collect your belongings but do remember to take any essential items.  

 Listen to the Fire Wardens 

 Any person unable to evacuate should go as far away as possible from any fire and 
behind at least one fire door, ideally a ‘refuge area’. 

 Do not use lifts. The lifts may be used by the fire brigade to bring equipment and 
materials to upper floors. 

 Do not re-enter evacuated areas until authorised by Fire Service or Building Manager. 
 
 
3. Electrical Equipment 

 
We are surrounded by electrical equipment both at work and at home. If such equipment is 
properly set up, used by trained staff, and correctly maintained then the risks should be as 
low as reasonably practicable. Nevertheless, fires are occasionally the result of an electrical 
fault.  
 
There are some simple checks that should be made by anyone using electrical apparatus. 

 Check the equipment is suitable for the job and for the way it is going to be used. Some 
equipment is used in the one place and does not get moved from day to day, while 
other items may be subject to frequent movement including knocks, being dropped 
etc.   

 The equipment should be strong enough to withstand normal handling for the type of 
work it is being used for: Some equipment may be used where it is exposed to damp 
or wet conditions and in this case, it may be necessary to change to other more 
suitable equipment, e.g. battery or air powered equipment. 

 Check that it is good condition. 

 Paper, packing, and other combustible materials are to be kept away from electrical 
apparatus, e.g. refrigerators, switch panels, cooking apparatus with electrical heating 
elements. 

Some items of equipment can also involve greater risk than others.  

 Extension leads are particularly liable to damage to their plugs, sockets, electrical 
connections and to the cable itself.  

 Other flexible leads, particularly those connected to equipment, which is moved a 
great deal, can suffer from similar problems. 

Make Sure: 

 Suspect or faulty equipment is taken out of use, labelled ‘DO NOT USE’ and kept 
secure until examined by a competent person. 

 Equipment is switched off and/or unplugged before cleaning or adjusting. 

Only competent people with knowledge of the risks and the precautions needed should 
tackle more complicated tasks, such as equipment repairs or alterations to an electrical 
installation. 
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All electrical appliances should be regularly checked and serviced in accordance with NHS 
and HSE Guidance. Portable appliance testing is carried out on a regular basis, usually two 
yearly. 
 
Work on or near exposed live parts of equipment must not be carried out unless it is 
unavoidable and suitable precautions have been taken to prevent injury, both to the workers 
and to anyone else who may be in the area.  Such work must only be done by qualified 
electricians or electrical engineers. 
 
Extension Leads. 
 
The use of extension leads should be kept to an absolute minimum.  If an extension lead is 
required, then a good quality unit such as that shown below should be obtained.  All non-
essential electrical appliances should be switched off when not in use and where possible 
the plug is pulled out.   
 
Cheap low-quality extension leads can risk electric shock to users and possible fire. 

 Domestic electrical extension leads (multiple socket outlets) normally give trouble 
free service in domestic situations where once plugged in they remain generally 
undisturbed. 

 In the office environment extension leads may have plugs inserted and removed 
frequently. 

 The contacts within some domestic type electrical extension leads are generally 
formed from a thin copper strip with the plastic molding providing contact pressure 
on the pins. In time, the plastic can become brittle and crack resulting in contact 
pressure being lost. 

 Frequent use also enlarges the holes in the plastic molding. 

 As a result, they are likely to develop faults that may go undetected due to the light 
construction to loss of earth continuity, arcing, interference, fire, and failure. 

 

  
Remains of a poor-quality extension lead 
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A good quality extension with separate switched sockets 
 
. Consider: 

 Replacing domestic type electrical extension leads with an industrial good quality 
types (figure 2). 

 Installing additional fixed sockets outlets. 

 Introducing protocols to prevent the possibility of domestic electrical extension leads 
being used for unsuitable applications. 

 Implementing regular inspection and testing to ensure electrical extension leads in 
use continue to function safely. 

Damaged Equipment 
 
If you find any damaged wiring or any equipment which is not working properly, do not use 
it; fix a notice to the equipment warning others not to use it and report it to the office 
manager. 
 
Electrical Appliances – Personal 
 
Manufacturer recommended charging leads are to be used when charging laptops and 
mobile phones. 
 
The charging of e-cigarettes is not permitted in the office.  
 
In Case of Fire 
 
Switch off current at the wall switch or unplug it if possible, close the door to the room and 
then operate the nearest fire call point.   
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NB: Some equipment may have battery backup or similar, e.g. uninterrupted power supply 
(UPS).  Be aware that if this equipment is switched off at the wall the item may continue to 
be a problem as there is still power being supplied. 
Electrical Safety, Never: 

 Misuse electrical equipment such as overload sockets or adaptors. 

 Obstruct vents on electrical equipment. 

 Use equipment for purposes for which it was not designed. 

 Use faulty or defective equipment. 

 Leave appliances switched on when not in use. 

 
 
4. General Fire Safety 

 
Most fires are caused by carelessness or the misuse of appliances. Fire spreads in minutes, 
Smoke kills in seconds. 
 
Smoke 
 
Carbon Dioxide is just one of the poisons in smoke. This causes people to breathe more 
quickly and inhale more poisonous gas resulting in the person becoming un-conscious. 
If you are asleep at home the carbon monoxide in the smoke will put you into a deeper 
sleep.If you haven’t any smoke alarms already fitted in your home contact your local Fire 
Service who may visit and fit free smoke alarms. 
 
Remember, a smoke alarm should not last longer than 10 years. 
 
Other poisons in smoke include: hydrogen cyanide, hydrocyanic acid, other toxic vapours 
and burns. Because of the heat in smoke the burns will be to your lungs. 
 
Always keep low to stay under the smoke.   
 
Fire 
 
In order for combustion to take place, three elements are needed. 
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Oxygen is generally always present; Fuel is all around us, everything burns; the heat can be 
caused by carelessness or the misuse of appliances. 
There are a number of ways that fire can spread throughout a building. 

 Conduction 

 Radiation 

 Convection 

Heat travels along a heated metal rod by conduction which spreads the fire along its length.  
This also causes metal beams & pillars to expand pushing out walls & ceilings causing 
buildings to collapse. 

 
Radiation is described as heat energy travelling in straight lines through a space heating 
adjacent material. 

 
Convection occurs in liquids and gasses. Air heated by the fire rises to the ceiling taking with 
it toxic and flammable gasses; it then spreads out to the walls where it cools; then it drops 
back to floor as fuel where it feeds the fire.    
It is convection currents which account for a large number of casualties in fires. If doors are 
left open, then the gasses will travel up stairwells, lift and service shafts, igniting other 
materials and badly affecting people by trapping them on their floors. 
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Never open a door if you think there is a fire on the other side as this could cause a 
backdraught, where the smoke ignites and explodes out of the door. 

 
 
Fire Safety in the Workplace 
 
It is your responsibility to be aware of the causes of fire and to prevent fires from occurring 
in the workplace. 
 
Some common causes of fire are: - 
 
Arson or deliberate ignition 

 Poor housekeeping leading to excessive storage of combustible materials or the 
accumulation of waste. 

Electrical 

 Misuse of electrical equipment such as overloading sockets or adaptors. 

 Obstructing vents on electrical equipment. 

 Using equipment for purposes for which it was not designed or using faulty or 
defective equipment. 

 Leaving appliances switched on when not in use. 
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Smoking 

 Smoking in unauthorised areas.  

 The careless disposal of smoking materials. 

Cooking 

 Misuse of cooking appliances, such as toasters and microwave ovens. 

Unwanted fire signals or false alarms are a waste of time for the Fire and Rescue Service and 
staff. 
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Fire Safety Measures 

 Red break glass call points are located near to the exit points; use them to warn 
everyone about a fire. Combined with fire detectors will give us early warning of any 
fire.  

 Emergency Lighting is provided for use when the power supply to the normal lighting 
fails.  

 Fire Doors can be self-closing or keep locked shut. If they are wedged open, they will 
not stop the spread of deadly smoke. 

 Remember, corridors may be needed for escape and are not for storage.  

Fire Extinguishers 
 
Fire Extinguishers are primarily to be used to aid escape and save life. 
Fire Extinguishers are red with a coloured panel to indicate the type. The sign above will 
indicate the type of fires it can extinguish.  
Fire Blankets may be in food preparation areas. 
 
Never put yourself in danger. 
 
5. Arson Control 

 
Although the threat of arson cannot be eliminated the organisation acknowledges this threat 
and will take all reasonable precautions to minimise it for the safety of staff and other third 
parties. 
 
The risk of an arson attack can be greatly reduced by staff remaining alert to changes in their 
work environment. It is the responsibility of all members of staff to identify potential 
problems and either take action to resolve the problem or bring it to the attention of the 
local manager for their action. 
 
Good Housekeeping 
 
Arsonists will be frustrated in their efforts to start a fire if there is no fuel to burn. 
All managers should ensure that they have a local policy to manage good housekeeping. The 
following rules must be observed: 

 Waste (of any description) should not be allowed to accumulate, especially in public 
or private areas. 

 Where possible external rubbish collection points should not be located on external 
walls of buildings where they could pose a threat to the building or its occupants if it 
is set alight. 

 Stocks of flammable liquids are to be kept in a secured highly flammable liquids 
cabinet when not in use. 

Restriction of Entry 
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Members of staff must be alert to strangers in their work environments.  
All staff and authorised contractors etc. must wear identification badges whilst in the 
building.  
If someone is spotted who is not known to staff and is not wearing an appropriate badge 
(employee, visitor, or contractors’ badge), they should either be challenged, or the building 
management informed, whichever is most appropriate. It is therefore important staff fully 
understand the policies relating to security and identification. 
 
Managers are to encourage the challenging of colleagues who do not wear ID badges; if 
employees cannot get it right, how can we expect visitors or contractors to do so? 
It is good practice to have a closedown procedure: 

 Check all rooms and close all windows and doors 

 Switch off all unnecessary electrical appliances 

 Complete a physical search of each room, include toilets, kitchens etc.  

 Switch off all lights (except security lights) 

 After completing the above switch on the security alarm (if appropriate) and secure 
the external door 

 

6. Fire Wardens 
 

The Regulatory Reform (Fire Safety) Order 2005 requires employers to have a strategy to 
evacuate all occupants within a building. As such, the organisation recognises the 
importance of having fully trained fire wardens as part of their emergency evacuation 
strategy. 
 
The fire safety policy states: 
 
Fire Wardens assist the Fire Safety Advisor, the duties and responsibilities are: 

 To know precisely what to do in the event of a fire in their area of responsibility. 

 To keep the Fire Safety Advisor informed of any developments in their area(s) of 
responsibility that might affect fire precautions. 

 To monitor processes, working practices, procedures, and standards of housekeeping 
to ensure that they are safe. 

 To distribute fire safety information and draw to the attention of staff particular 
areas of relevance to work procedures. 

 To refer promptly to their Manager and the Fire Safety Advisor, any fire safety 
problems which cannot be resolved locally. 
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Fire Wardens Duties 

 Spotting and reporting fire hazards. 

 Taking appropriate action in the event of a fire, ensuring a full and safe evacuation. 

 Using firefighting equipment if appropriate to do so. 

Their role may also include: 

 Helping those on the premises to leave. 

 Checking the premises to ensure everyone has left. 

 Liaising with the building management or the fire and rescue service on their arrival. 

 Performing a supervisory/managing role in any fire situation. 

Fire Drills 
 
Fire Drills are an important part of any fire strategy as they are the best way to test that 
strategy. Fire Wardens have an important role within the fire drill; other staff must be aware 
and take note of any information from the Fire Warden.  
 
Training 
 
Staff expected to undertake the role of Fire Warden require more comprehensive training.  
Anyone taking up this role should have the support of their Line Manager.  
Training for this role will be annual and may include: 

 Detailed knowledge of the fire safety strategy of the premises. 

 Awareness of human behaviour in fires. 

 How to encourage others to use the most appropriate escape route. 

 How to search safely and recognise areas that are unsafe to enter. 

 The difficulties that some people, particularly if disabled, may have in escaping and 
any special evacuation arrangements that have been pre-planned. 

 Reporting of faults, incidents and near misses. 

 
7. Training 

 
Fire training is an important part of any ‘fire strategy’ within a building. Despite having 
modern fire safety measures fitted, lives could be lost if members of staff do not react 
properly to a fire alarm. Not every fire alarm is guaranteed to be a fire drill and each fire 
alarm is to be treated as a potential fire situation. 
 
The fire safety policy states it is mandatory that every member of staff attends an 
appropriate fire training course.   
 
The frequency of the training will vary according to the person’s role and is identified by 
means of a training needs analysis, face to face refresher training every 3 years (as 
recommended by HTM 05-01). Training will be provided to all levels of staff on a regular 
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basis and will include induction training, appropriate refresher training and specialist training 
to relevant groups, e.g. Fire Wardens. 
 
E-learning can be used as a refresher during the 3-year period between face to face training. 
It is the responsibility of managers to ensure they and their staff comply. 
 
Regulatory Reform Fire Safety Order 2005 
 
The RRFSO are a set of regulations from the Government which is the current fire safety law. 
They state: 

 The responsible person must ensure that his employees are provided with adequate 
safety training. 
 

The training must –  
 

 Include suitable and sufficient instruction and training on the appropriate precautions 
and actions to be taken by the employee to safeguard himself and other relevant 
persons on the premises. 

 Be repeated periodically where appropriate.  

 Be adapted to take account of any new or changed risks to the safety of the 
employees concerned.  

 Be provided in a manner appropriate to the risk identified by the risk assessment; and  

 Take place during working hours. 

Fire Drills 
 
A well-planned and executed fire drill will confirm understanding of the training and provide 
helpful information for future training. The fire drill will determine the possible objectives of 
the drill such as to: 

 Identify any weaknesses in the evacuation strategy. 

 Test the procedure following any recent alteration or changes to working practices. 

 Familiarise new members of staff with procedures. and 

 Test agreed personal emergency evacuation plans as appropriate for colleagues 
working in the building. 

Summary 
 
It is the responsibility of employers to ensure their staff are adequately trained on what to 
do in the event of fire. Training should be given upon induction and face to face refresher 
training should be given every three years.  
 
The enforcing fire authority may want to examine records as evidence that adequate training 
has been given. 
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8. Fire Extinguishers 
 

Fire extinguishers are provided to save life or aid escape.  
If you see an extinguisher that has been used, has its safety pin missing or has been knocked 
off the wall, then report it to the building management or Fire safety Advisor. 
Once an extinguisher has been used it must be recharged as soon as possible – do not put it 
back on the wall. 
 
This guidance gives guidance and information on the different types, their use and 
maintenance.  
 
When is it safe to tackle a fire? 
 
Quick action prevents many small fires developing into large fires. However, some people 
are injured or worse by tackling fires which are beyond their capabilities. 

 Make sure the alarm has been raised and switchboard informed there is a real fire. 

 Do not put yourself or others at risk.  

 Make sure you can escape if you need to and never let a fire block your exit.  

 Fire extinguishers are only for fighting a fire in its very early stages.  

 Never tackle a fire if it is starting to spread or has spread to other items in the room 
or if the room is filling with smoke. Around 70% of fire deaths are caused by people 
being overcome by smoke and fumes.  

 Always ensure the fire is completely extinguished and not liable to re-ignite or 
continue smouldering. 

 If you cannot put out the fire or if the extinguisher becomes empty, get out and get 
everyone else out of the building/area immediately, closing all doors behind you as 
you go.  Ensure the fire brigade has been called.  

 Make sure you know where your nearest extinguishers are and what type they are. 
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Classes of Fires 
Fire is classed according to its fuel source: 

Class Classification  Sign 

Class A 
Involving solids, usually of an organic nature, such as 
wood, paper, or plastics. 

 

Class B 
Involving liquids, or liquefiable solids, such as petrol, oil, 
paint, or wax. 

 

Class C Involving gases, such as LPG, natural gas, and acetylene. 

 

Class D Involving metals, such as zinc and magnesium. 

 

 
Electrical Fires.  
(These fires are excluded from the classification system).  

 

Class F Involving cooking fats and oils. 
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Fire Extinguishers 
 
The table at Appendix 2 can be used as a guide. 
 
Fire Extinguisher Location  

 Extinguishers should be sited so that as a minimum there is one water extinguisher 
for every 200m2 of floor space. There should be a minimum of two extinguishers.  

 Each identified risk must be considered separately to ensure that the correct 
extinguisher(s) is readily available.  

 Extinguishers are normally sited on escape routes and in similar locations on all floors 
forming groups to create fire points. They should be fixed in a location where the 
extinguisher can be reached quickly. The best place is near a door leading to a place 
of safety, on an escape route or adjacent to a specific risk.  

 
Extinguisher Requirements – Testing and Maintenance 

 Extinguishers should be serviced annually to the British Standard.  

 After an extinguisher has been used, even if only partially, it must be recharged 
according to the manufacturer’s instructions.  

 The organisation uses a company registered by the British Approvals for Fire 
Equipment (BAFE).  

 Records of all testing are retained by the organisation. 
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9. Unwanted Fire Signals (False Alarms) 
 

Many fire alerts are raised even though there was no incident; these false alarms are 
referred to as Unwanted Fire Signals (UwFS).  These UwFS divert valuable resources away 
from actual incidents and can cost millions of pounds every year.  
 
Unwanted fire signals are problematic for a number of reasons. 

 They redirect the resources of the Fire Service from lifesaving duties.  

 They disrupt services, causing delays.  

 They tend to reduce the effectiveness of the response to the fire alarm signal: "just 
another fire alarm".  

 Dangerous situations may occur when people ignore the fire alarm thinking it's false.  

 They are costly.  

 They can lead to restrictions placed on the use of the building, i.e. cookers, toasters 
removed etc. 

General Precautions 
 
In order to reduce unnecessary fire alarms, staff should follow these simple steps: 

 Close doors to kitchens when cooking. These areas are protected by heat detectors 
and will not respond to smoke. By opening the door, the smoke detector in the 
corridor outside may actuate.  

 Ensure kitchen fans are on, if provided, and the room is well ventilated by opening a 
window.  

 Do not use hair spray or deodorant beneath the detector.  

 Do not remove the detector. A fire signal may occur. In any case a faulty alarm will 
register on the fire panel.  

 Do not smoke. It is illegal to smoke in any of the buildings. 

 Know what a fire alarm call point is and do not ‘break the glass’ to open a security 
door. 

Fire Service Attendance 
 
The attendance of the Fire Service will differ depending on the location of your building.  
 
In London the fire service will attend but a charge may be made if the alarm is termed 
‘unwanted’. It is advisable the building manager organises an investigation of the cause and 
only notify the LFB if it is a fire situation. 
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Kitchen Electricals 
 
It is generally recognised that burnt toast is one of the main causes of unwanted fire signals. 

 Only approved toasters will be permitted. 

 Clean the toaster regularly to prevent the build-up of crumbs. 

 Make sure any microwave is cleaned on a regular basis. 

 Do not leave toasters/microwaves (or other cooking) unattended. 

Summary 
 
An unnecessary fire alarm causes disruption to our work; they take much longer than a fire 
drill as they have to be investigated. 
 
Ensure you are not the one who causes all their colleagues to stop what they are doing and 
stand outside. 
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Appendix 4. Equality Impact Assessment 
 

Equality Analysis Initial Assessment 
  
              
Title of the change proposal or policy: 
    
  Fire Safety Policy  
 
Brief description of the proposal:    
  
To ensure that the policy is fit for purpose, that the policy is legally compliant, complies with 
NHSLA standards and takes account of best practice.   
  
Name(s) and role(s) of staff completing this assessment:  
  
Gavin Clarke, Senior Fire Health and Safety Lead 
  
Date of assessment:  March 2020 
 
Please answer the following questions in relation to the proposed change:  
  
Will it affect employees, customers, and/or the public? Please state which.  
  
 Yes, it will affect all employees 
 
Is it a major change affecting how a service or policy is delivered or accessed?  
  
 No 
  
Will it have an effect on how other organisations operate in terms of equality?  
  
 No 
  
If you conclude that there will not be a detrimental impact on any equality group, caused 
by the proposed change, please state how you have reached that conclusion:  
 
 No anticipated detrimental impact on any equality group.  The policy adheres to the NHS LA 
Standards and best practice.  Makes all reasonable provision to ensure equity of access to all 
staff. There are no statements, conditions or requirements that disadvantage any particular 
group of people with a protected characteristic. 
   
Please return a copy of the completed form to the Equality & Diversity Manager  
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Appendix 5. FIRE RISK ASSESSMENT ‘MEANS OF ESCAPE FOR DISABLED 

PEOPLE’ 

 
1. Pro-forma letter 

 
Dear 
 
Personal Emergency Evacuation Plans (questionnaire) 
 
We are currently reviewing and improving our emergency evacuation procedures and we 
want to ensure that all of our staff are able to leave the building safely in the event of a fire 
or other emergency. We understand that many disabled people will be able to leave the 
building unaided; however, some may require assistance. Therefore, we are writing to you to 
ask you whether you would like us to draw up a Personal Emergency Evacuation Plan (PEEP) 
with you in order to ensure that you can leave the building safely in the event of an 
emergency. 
 
The plan will explain what options you wish to take in the event of a fire evacuation. The 
plan will also state who is designated to assist you in your escape should you require this. 
The human resources department or other manager, in full consultation with you, will draw 
up your PEEP. These people will have been trained on disability equality issues and will work 
with you to find the best solution. 
 
We are including a questionnaire for you to fill in to help you assess your own need for a 
plan. Please return the questionnaire as soon as possible/by……………. If you do require a 
plan, we will arrange a meeting with you to discuss it. If necessary, we will appoint people to 
help you. You will receive a copy of your plan, which will also be given to those people who 
are part of your escape plan. The fire incident controller (or other) will also receive a copy 
and will pass it on to the Fire Service if necessary. If you do not request a plan, we will accept 
that you are able to make your own way out unaided.  
 
This does not affect your right to employment. As your employer, we have a duty to provide 
you with a suitable escape plan regardless of your disability. We will not expect you to make 
any extraordinary effort to escape at any other time. 
 
If you have a temporary condition that may impede your evacuation, such as pregnancy, 
please inform us if you feel you need assistance. If your disability does not normally affect 
your work but might be a problem in an escape situation, please inform us so that we can 
arrange suitable assistance. This will not affect your right to employment. 
 
Thank you for taking the time to fill in the questionnaire, which will enable us to bring about 
any necessary changes. 
 
Yours sincerely 
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2. New starter evacuation questionnaire 

 

Have you read and understood the 
evacuation procedure for the building in 
which you work? 

[yes/no] 

Do you require the procedure in large print 
or in another alternative format? 

[yes/no] 

If yes, please state which: [state format] 

Do you have any special evacuation 
requirements? 

[yes/no] 

 
We operate an evacuation system that includes Personal Emergency Evacuation Plans 
(PEEPs) for disabled staff. If you have answered yes to the above question, you will shortly 
receive a questionnaire. 
 
Please fill it in as quickly as possible and return it to_________________________________ 
 
If you have any questions, please speak to: _______________________________________ 
 
Thank you 
 
 
 

3. Personnel record sheet 
 

Name Department Evacuation Plan 

Mike Smith Engineering Plan 15 

Jake Long Maths Plan 5 
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4. PEEP Option 1 
 
Part 1 ___________________________________________________ 

Name: ___________________________________________________ 

Location: _________________________________________________ 

Alternative working positions (if appropriate):___________________ 

Location: ________________________________________________ 

Indicate the number of separate plans that have been provided for each building and room 
visited. 
 

Building name Room numbers 

  

  

  

  

 
 
Part 2. Awareness of procedure 
 
I have received the evacuation procedure in the following format: 

 Braille 

 Electronic format 

 Tape 

 Large print 

 It has been explained in BSL 

 I have been shown the evacuation routes 

 I have my own authorized plan 
 
Alarm system 

 I am informed of the emergency by: 
o The existing alarm system 
o Pager device 
o Visual alarm system 
o Members of my work team (each of these people require a copy of this sheet) 
o The fire wardens on my floor (the fire wardens require a copy of this sheet) 

Names: _________________________________________________________ 
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Part 3: Getting out 
 
I require __ people to assist me. 

Names: __________________________________________________________ 

Back-up: _________________________________________________________ 

Each of these people require a copy of this sheet. 

The following is a record of my escape plan: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

________________________________ 

 

Each of these people require a copy of this sheet. 

My specialist equipment to assist my escape is: 

 

 

 

My practice diary is: 

 

Year 1            Year 2 

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan 

MOE 

training 

Carry-

down 

training 

Mock-

up 

   MOE 

training 

Carry-

down 

training 

Mock-

up 

   MOE 

training 

 

Date: ____________________________________________________________ 

Example of evacuation procedure 

This is a step-by-step account of what will happen during the escape. 

John and Gale will meet me at my desk. 

Reserve volunteers are Maria and Mike. 

They will help me by taking hold of one arm each side. 
We will walk to the nearest escape route and wait in the space at the head of the stairs for 
other people to escape. 
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When it is safe to do so, we will move slowly down the stairs. 
The fire warden will advise the Fire and Rescue Service which route we took. 
 

5. PEEP option 2 (simple record sheet more relevant for standard plans) 

Option 15 requirement 

My sight is limited and orientation is difficult where there is no formal guidance. 
 
Escape procedure 

The person you are visiting will take you to the refuge, which is within the evacuation 
stairway at each level of the building. 

Please ring for assistance from the call point situated within the refuge. A member of our fire 
evacuation team will meet you there and guide you out of the building. 

A more suitable variation on this is where all staff are trained to assist impaired people out of 
the building. 

Specialist equipment to assist the escape is: 

Fire warden checks Communication point 

 

Option 8 – Carry-down by two staff requirement 

I can walk on the flat but cannot manage stairs at all. I would need to be carried down the 
stairs. 

Escape procedure 

Please make your way to the refuge, which is within the evacuation stairway at each level of 
the building.  Please ring for assistance from the call point situated within the refuge. 

Our staff are trained to carry-down with the use of an evacuation chair and two staff. 

A team will meet you in the refuge. You will need to sit on the chair, which has armrests to 
help support you. The two staff members will then carry you down. 

Specialist equipment to assist the escape is: 

Evacuation chair 

 

6. Reception sign 
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Option 1 – Standard PEEPs in place 

We operate a system of assisted escape for disabled visitors. Please tell our receptionist your 
requirements. 

We will provide you with a suitable escape plan. 

Option 2 – Disabled people’s evacuation strategy in place 

We operate a system of assisted escape for disabled visitors. Please tell our receptionist your 
requirements. 

We will explain our escape procedures to you. 

 

 


