Letter to Branches
	No. 351/15
	Ref  E5
	Date:  27 May 2015


To  All Postal Branches

      All Branch Area Safety Representatives

      All Regional Health and Safety Forums

Dear Colleagues,

Royal Mail Group - Fire Safety Week 1st to 7th June 2015:

Further to LTB 291/15 issued on 27 April 2015, here are the final confirmed details of the 2015 Royal Mail Group, Fire Safety Week.

The Week is being deployed this year with the full support of the CWU and will therefore have the full involvement of Area and Workplace Safety Representatives who should now be proactively making contact with PiCs (Person in Charge) and Area Safety, Health and Environment (SHE) Advisors to plan support and involvement during the week. This is particularly important in respect of Day 3, Wednesday 3rd June when joint Royal Mail/CWU Fire Safety Tours/Inspections will be carried out. Please ensure all ASRs and WSRs are involved - don't wait for an invitation of phone call - involvement is agreed - please make arrangements asap.  CWU Safety Reps are entitled to be involved, consulted and to input in Fire Evacuation Plans, Fire Drills, Fire Risk Assessment Reviews. CWU support has been welcomed by the Royal Mail National Fire Safety Manager, so please make it happen locally.  

The purpose of Fire Safety Week is to raise or keep fire safety in focus and ensure fire safety is understood and supported throughout Royal Mail Group. It is a one week, five day, fire safety program of tasks and activities. All the tasks are either a requirement of fire safety regulations or Royal Mail's own safety standards and the responsibility of the PiC. Documentation is to be refreshed / updated and amended to reflect recent changes in the workplace. The objective is to, Improve fire safety compliance, raise fire safety awareness and protect the workforce and property. The program has been set out to raise the awareness of fire safety for both managers and general employees, provide a focused time for managers to review their fire safety and ensure compliance requirements are met. Each day’s activity has been designed to flow through to the next, involving all building users and especially those with a fire safety responsibility. Some activities may have already recently been covered by the PiC and therefore the week should be used as an opportunity to review current site fire safety and raise awareness in general. Work time learning should be used to ensure building users understand their duties and responsibilities toward fire safety, for example: understand emergency evacuation procedures or where unacceptable working practices have been identified. Tasks already undertaken may only require a brief update and communication across the building users. The week ends with the launch of a new fire safety e-learning product for PiCs and FPOs

Fire Safety Week Program:

Day 1. PiCs to familiarise themselves with the Fire Risk Assessment (FRA) and Premises Fire Evacuation Plan

PiCs should already be familiar with the content of these documents to allow them to manage fire safety at their site. However, they will be using this time to ensure that they understand the contents and make sure that any outstanding actions noted in the 

FRA are followed up and closed out. 

A copy of the Royal Mail Group Fire Precautions Guide is attached.

Day 1 Outcomes

· Fire safety documents updated, outstanding action items followed up.

· Fire evacuation process complete with available resource. 

· Compliance with both RMG standards and Regulator requirements maintained.

· PiC has reinforced knowledge on fire safety requirements for their site

Day 2. WTLL – Site Fire Safety

1. WTL for all building users on the Premises Fire Evacuation Plan, for example;
Roles and Responsibilities, fire wardens and nominated assistant / buddies duties, individual responsibilities, calling the emergency services, location of fire equipment, evacuation routes and assembly points, providing information to the PiC / Incident Officer.
2. Record fire awareness training for all people attending WTL in Volume 3 of the Site Log Book.

Day 2 Outcome

All building users understand the full process, duties and responsibilities relating to an emergency evacuation and ensure full assistance is given to those with an evacuation responsibility. 

Day 3. Building Fire Safety Tour


This task be carried out by the PiC / FPO should involve more than one manager and engage/involve the CWU Area or Workplace/Unit safety representative(s).

A tour/inspection of the premises for general overview of practical fire safety management concentrating on means of escape, internal and external and their availability, must identify where hazard areas are, accumulations of waste and redundant items, security of premises, overall standards of good housekeeping and general familiarity  of hazard perception for example;

1. Internal fire evacuation / protected routes being kept clear and unobstructed.

2. Identify hazard areas such as storage of waste and discarded items increasing fire risk, obstructions and trip hazards.

3. Internal route protection being maintained; e.g. fire doors along routes closing fully and unobstructed, combustible / flammable storage, signage etc. Final exit doors operable and secured correctly.  

4. External route safety maintained free from obstruction and hazards, door security compliant with fire safety requirements, adequate marking, pedestrian and vehicular traffic separation / systems, assembly points and signage.

A copy of the Royal Mail Group Fire Safety Check List is attached to assist your fire safety tour/Inspection.

Outcomes

· Identify any unsafe practice or condition and agree and implement action to remove or control. 

· Ensure emergency egress is being maintained in a safe condition and is immediately available both internally and externally. 

· Address poor standards and trends. 

Day 4. Fire Evacuation Drill

· Undertake a full fire evacuation drill of the premises including all building users and tenants where any part of the premises has joint use or shared facilities.

· Use a scenario for example; block an exit to divert building users away from normal daily entry and exit routes where possible.

· Where shift working is practiced more than one Fire drill will need to be undertaken to ensure that all building users are familiar with and understand the emergency evacuation process.

· Record fire drill in Volume 3 of the Site Log Book. Debrief with all fire wardens and managers.

Outcome

Test the understanding of the fire evacuation process and response to an emergency situation.

Notes:

· Joint arrangements must include external organisations where facilities are shared. 

· Where there is more than one shift in operation more than one fire drill will be required.

Day 5. FRA Review e-learning

                1. The PiC/FPO will commence the new on line, e-learning managers training module entitled “Fire Risk Assessment Review” and complete it by the end of June. This is available on PSP. It is a new e-learning module, complimentary to “Managing Fire Safety” and must be completed as continuation training. Its aim is to address the issues identified in completing the Fire Risk Assessment Review. It is not intended to detail how to identify a hazard but the process of completing the FRA Review and what is required to ensure it is a compliant document. This e-learning module is to be completed by all PiCs, deputy PiCs and FPOs no later than 30th June 2015

                2. The PiC will carry out a FRA Review, identify and record any new findings and provide remedial actions. This will be commenced and completed in June.

                3. The PiC will review the Premises Fire Evacuation Plan to ensure that it is still appropriate for the building, employee numbers and shift system.

Outcomes

· Improved understanding of the process management and completion of the Fire Risk Assessment template and follow-up actions.

· Improve the standard and level of FRA Review documents.  

· FRA and Evacuation Plan reviewed

· Improved fire safety arrangements for the site

Notes: 

· Any non-RMG occupants e.g. Quadrant, external tenants should be briefed on any changes of a joint fire evacuation plan. 

· To comply with the Group SHE Safety calendar the FRA Review must be completed by the end of June.

Attachments:

1. PiC Fire Safety Week Brief

2. WTL Fire Safety Week - Fire Prevention and Action

3. Fire Safety Week Programme One Page Summary

4. RMG Fire Precaution Guide

5. RMG Fire Safety - Good Practice Guide

6. RMG - PiC Fire Safety Checklist

7. RMG - Introduction To Fire Safety

8. Fire Safety Week Bulletin/Heads Up 1

9. Fire Safety Week Bulletin/Heads Up 2

10. Fire Safety Week Bulletin/Heads Up 3


Further assistance can be obtained from local SHE Advisers or by email to: fire.safety@royalmail.com 

Finally, Gary Terry RMG National Fire Officer will be undertaking a general overhaul and review of all of RMG fire safety standards and guidance over the coming months and would welcome any input, comments and observations or feedback from CWU Safety Representatives. Send to gary.a.terry@royalmail.com
Yours Sincerely

Dave Joyce

National Health, Safety & Environment Officer
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Introduction 


The Royal Mail Group provides operational fire safety guidance to all employees in this Fire Precautions 
Guide. There is an electronic version on the Safety, Health & Wellbeing Knowledge Database; this replaced 
the hard copy version “Fire Precautions Guide 2000” which should no longer be used. The electronic format 
makes it easy and cost effective to modify the guidance document which all employees are required to 
follow. It has been updated to reflect the modern approach to fire safety. 
 
The electronic Fire Precautions Guide covers a series of subject areas giving primary guidance. A copy is 
held in the Emergency Preparedness section of the Knowledge Database where relevant links to further 
guidance documents, briefing notes and templates required for the effective management of fire safety can 
be found.   
  
1.2.1  About Fire Safety 


Royal Mail Group is committed to continuing to achieve high standards of fire protection and prevention for 
everyone who works in or visits our premises. These standards are not easily acquired and require constant 
attention at every level throughout Royal Mail Group.  
 
Practising good fire safety management, maintaining constant safety awareness and good practice will 
ensure that we continue to work in a safe environment. 
 
Fire Risk Assessment 
The Unit Manager (PiC) of the premises is responsible for ensuring all fire safety arrangements are 
satisfactory. The Fire Risk Assessment records and demonstrates how those arrangements are managed. 
 
Premises Fire Evacuation Plan and Premises Fire Safety Policy  
The purpose of the fire evacuation plan is to ensure people know what to do in the event of a fire and 
ensure a safe evacuation. The Premises Fire Safety Policy demonstrates how the fire safety arrangements 
within the premises will be managed. 
 
Fire Safety Management 
When we talk about fire safety our first thoughts tend to be towards fire doors, extinguishers and fire 
alarms; often we do not consider the other aspects such as planning, communication and organisational 
issues which underpin good safety practice. 
 
The face of fire safety has changed and is now a system of management and responsibilities requiring 
leadership and commitment at all levels. 
 
Fire Risk Assessment Review 
Fire safety precautions should be constantly reviewed to ensure bad practices and new hazards are quickly 
dealt with and the risks quickly controlled. Similar to carrying out a fire risk assessment, the fire risk 
assessment review (OFRA Review) assesses whether control measures put into place under the fire risk 
assessment are being sufficiently managed and adhered to.  
 
 
It will be necessary to re-write the fire risk assessment if it is no longer sufficient in the light of changes to 
the work place, changes in working practices, in the event of an associated incident (fire or control failure), a 
permanent change in Unit Manager or other relevant factors and in any case annually.  
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 Fire Precautions Guide 


In practice, many of the practical aspects of what you have been doing will remain the same and the guide 
will still continue to show you what standards are expected in RMG.  
 
The Unit Manager (person in control (PIC), or the most senior manager in a multi-user site is responsible 
for fire precautions compliance on a day-to-day basis and is the designated Fire Precautions Officer (FPO). 
The Fire Precautions Officer will act with the authority of the Unit Manager (PiC), but the Unit Manager 
(PiC) will still retain responsibility.  
 
Whoever is appointed as FPO should be competent by training, experience or qualification and should 
therefore receive initial fire safety training and refresher training at 3 yearly intervals. 
 
This electronic edition of the guide replaces all previous publications. It is issued to help managers to comply 
with legal responsibilities and business policy. 
 
Information on compliance with the latest Fire Precautions Regulations and carrying out a fire risk 
assessment is included.  
 
References are also made to the Facilities Help Desk and the new style Volume 3 Site Log Book. 
 
1.2.3  Fire Precautions Guide 1 - Introduction - What are Fire Precautions 


In the United Kingdom in 2011 just over 380 people died as a result of fire. There were around 11,300 fire 
related injuries. Losses due to fire was estimated at £3.6m every day in 2009. Life and property losses due 
to fire continue on a downward trend. A Key factor is better fire safety protection and increased fire safety 
awareness. 
 
Fire precautions fall mainly into two main categories: 


1. In-built fire protection measures 
Royal Mail Group Property (RMGP) ensure that the in-built measures are properly designed, installed and 
maintained to published standards. Royal Mail Facilities Management (RMFM) provides contracts for testing, 
maintenance of premises services and fire safety equipment and gives technical support and advice to 
occupiers.  
  


2. Day to day fire safety management 
Unit Manager should oversee compliance with day to day precautions in their buildings, monitoring and 
reporting any faults. 
  
Where a premise has more than one occupier, the PiC for each business unit will be required to ensure 
adequate joint arrangements are in place to ensure fire safety arrangements for common areas are 
maintained in a satisfactory condition. The PiC is required to cooperate and coordinate with other occupiers 
and keep them informed of any significant risks. 
  
Every premise must have an up to date fire risk assessment, which must be reviewed periodically. This is 
one of the main duties of the Responsible Person under the Fire Safety Order (FSO). Some premises within 
certain criteria will have Fire Risk Assessments (FRA) carried out by Fire Safety Consultants (FSCs) 
appointed by Group Property. Following the initial assessment these premises will be re-assessed 
periodically or at the discretion of the National Fire Risk Manager. At all other times the Unit Manager (PiC) 
will still be responsible for ensuring the FRA is reviewed annually or where changes occur related to the 
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premises, work systems, hazards, employee numbers or disposition.  
 
Any action points recorded by the FSCs must be acted upon immediately and any defects reported to the 
Property & Facilities Management Helpdesk. 
 
Using this guide 
If you read through this guide it will take you through the main elements of fire precautions item by item. 
Don't worry if the information goes beyond your particular needs, the guide has to cater for a wide range of 
buildings of varying complexity and size. Compliance with the guide will help you as occupier and the 
organisation to meet legal duties and provide a safe workplace. 
  
SUMMARY TABLE OF OCCUPIER/RESPONSIBLE PERSON/RMG FACILITIES MANAGEMENT DUTIES 


Fire precautions task Occupier duties Facilities Management 
duties 


Appoint FPO; Produce and maintain 
emergency fire evacuation plans; 
occupier liaison; Fire evacuation drills, 
employee briefing and training. 


Ensuring that appropriate precautions are 
in place and maintained up to date. 
Ensure emergency procedures are tested 
and tests recorded and all employees 
receive appropriate fire training. 
Training must be recorded and record 
placed in Vol. 3 of Site Log Book 


Advice to occupiers 


Risk assessment/ fire hazards and 
ignition sources. 


Initial assessment/ record results/ monitor/ 
review/ report and act on defects and 
deficiencies. 


Advice to occupiers. 
Obtain specialist services 
where required. 


Escape routes and exits. 
Keep clear, well maintained & 
unobstructed. Ensure faults are reported 
to property and facilities help desk 


Provide and maintain. 


Fire Safety Signs/Notices 
Ensuring they are in place & maintained in 
good condition. Report defects to property 
and facilities help desk. 


Provision and fixing of 
new/replacement signs. 


Portable fire fighting 
equipment 


Check equipment is serviced yearly, 
maintained in place and unobstructed. 


Provision and 
maintenance 


Emergency escape lighting. 
Visual inspection & check/key switch test. 
Record tests in Vol. 3 of Site Log Book 


Installation, service 
and maintenance. 


Fire alarm systems and other 
fixed fire installations. 


Visual inspection and check /weekly test of 
alarm call points. 


Installation, service 
and maintenance. 


 
1.2.4 Fire Precautions Guide 2 -  The Chemistry of Fire 


Heat, Fuel and Oxygen are known as the elements of fire and under normal circumstances all need to be 
present for a fire to start or continue burning. This is often expressed as the triangle of fire. Remove one of 
the sides and the triangle will collapse or remove one of the elements and the fire will go out.  This simple 
explanation can be used as the base on how to prevent fires or how to extinguish them.    
 
The following are good examples of what makes up the individual sides of the triangle.  


• Fuel: Wood, paper, plastic, oils, petrol, cotton. Chemicals can also make good sources of fuel and 
packaging should be checked for any hazard signs.  


• Heat (a source of ignition): Portable heaters, cooking appliances, gas guns, electrical short circuit, 
light cigarette ends, friction, disc cutting and grinding etc.  
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• Oxygen: 20% of the air we breathe is oxygen, also found in gas cylinders in medical rooms, 
resuscitation equipment and cutting and welding equipment etc. Some chemicals contain oxygen 
and may assist combustion. Check packaging safety signs and segregate chemicals where required. 


 
Combustion occurs when all three ingredients are present. Removal of one of the 'sides' or ingredients 
collapses the process and the fire is either extinguished or does not occur. 
 
1.2.5 Fire Precautions Guide 3 - What the law requires 


If a statutory enforcement notice is received at your building or office, you must take immediate action to 
comply with the notice. Failure to comply with requirements of the notice will result in legal proceedings 
processed through courts.  
 


• REGULATORY REFORM (FIRE SAFETY) ORDER 2005 
• FIRE SAFETY (SCOTLAND) REGULATIONS 2006 
• FIRE SAFETY REGULATIONS (NORTHERN IRELAND) 2010  


 
The Fire Precautions Act 1971 and Fire Precautions (Work Place) Regulations 1997 (As amended) was 
removed and replaced by the regulatory reform (Fire Safety) Order 2005. All fire certificates and exemption 
certificates ceased to have effect on any premises to which they had been issued. Fire safety laws in relation 
to Scotland and Northern Ireland have also been reviewed and brought into force closely following the 
above Order. 
 
This new order applies to all premises except a single private residential dwelling and requires the 
Responsible Person (Unit Manager (PiC)) to make adequate fire safety arrangements with regard to the size 
and nature of the work place. The Unit Manager (PiC) will be required to show that they have in place, 
effective planning, organisation, control, monitoring and review of the preventative and protective measures. 
All premises are therefore required to have in place adequate: 


• Risk assessments  
• Means of escape  
• Emergency lighting  
• Fire fighting and fire detection equipment  
• Warning in the event of fire  
• Emergency procedures  
• Arrangements for maintenance of equipment  
• Systems for recording and reviewing fire safety arrangements  
• Arrangements for training and information to staff 


 
Under this order the Unit Manager (PiC) must take into account the following where young persons (i.e. 
those under 18 years of age) are employed to work: 


• The inexperience or lack of awareness of risk and immaturity of the person  
• The nature and degree of the exposure to physical and chemical elements  
• The form or range of work equipment  
• The extent of safety training  
• The organisation and processes of the activities 
• Note: A separate Fire Risk Assessment must be carried out where young workers are employed. (16 


and 18 years of age). 
• Building Regulations are dealt with at construction stage and local managers need take no further 


action. 
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Fire certificates will not be issued under these new regulations. 
 
Enforcement of the Regulations and Legal Notices 
Fire authorities will enforce the regulations and will advise the organisation if they think further precautions 
are needed. Failure to comply with the regulations that places anyone at serious risk is a criminal offence. 
The following legal Notices may be issued: 
 
Enforcement Notice 
These are issued if, in the opinion of the fire authority, there has been a failure to comply with any part of 
the fire safety order. The notice will state the part of the order that has not been complied with, why they 
consider it has not been complied with, what steps must be taken and the minimum time required rectifying 
the offence. 
 
Examples where Enforcement Notices are issued 
Fire doors and exit routes obstructed by Yorks, ALTs, mail sacks etc. 
Combustible items stored on exit routes and beneath stairs. 
Fire doors wedged open, damaged, badly fitted, locked, self-closures requiring adjustment, not operating or 
damaged, damaged or missing smoke seals. 
 
Prohibition Notice 
Where in the opinion of the fire authority the use of the premises involves or may involve a serious risk, the 
use of the premises or part of the premises can be prohibited or restricted. A prohibition notice takes 
immediate effect and remains in force until removed either by the court or the Enforcing Authority. 
 
Alterations Notice 
Alterations Notices are issued generally in the case of high risk premises requiring the responsible person to 
advise the Fire Authority of any changes prior to them taking place and to satisfy them that appropriate 
precautions have been put in place to maintain safe use. Alterations notices may also be issued to any 
premises where it is believed any change to the present situation could increase the risk to life. 
 
Action on receipt of a Statutory Notice 
From time to time the Fire Authority may issue enforcement Notices following visits to any Royal Mail 
premises where offences have been found. Enforcement notices issued to large organisations such as the 
RMG are addressed and sent to the Company Secretary. In the case of Royal Mail Group, these will be sent 
to Royal Mail Group, 100 Victoria Embankment, London EC4Y 0HQ. 
 
 
 
It is not the Company Secretary's responsibility to action any of the items on the notice but to ensure it is 
directed to person who does, "The Responsible Person". In all cases the notice will be forwarded to the Unit 
Manager (PiC) and the Accident Management Unit by RMG Legal Services for any actions that are required 
on the notice. 
 
The Fire Authority must give a minimum of 28 days notice, from the date the Notice is served, to allow any 
failures to be rectified. Any decision to challenge a Fire Authority Notice must be made within 21 days. It is 
therefore essential that where a Notice has been received at the premises immediate action is taken. 
 
When a Local Authority serves an Enforcement Notice directly to a site following an inspection, the manager 
with person in control responsibilities (PiC) must, in the first instance, notify the Accident Management Unit, 
P/L 5276 7291 or Std 01902 877291 address The AMU North West Midlands Mail Centre, Sun Street, 







8         Fire Precautions Guide:         Owner: G. Terry         Version: 1.2         Date: May 2014 
 


 


Wolverhampton, WV1 1AA or email jag.ray@royalmail.com. In addition, hard copies of the letter/notice must 
be sent to the Accident Management Unit.  
 
Additionally, the Unit Manager (PiC) should notify the Regional Safety Director and their immediate line 
manager. If the notice relates to Property issues, then the Unit Manager (PiC) must notify the Property and 
Facilities Management Helpdesk on 0844 800 9191 and log the work/fault. 
 
FIRE CHECK 


• All workplaces, irrespective of use or numbers of employees, require adequate fire precautions 
based on a risk assessment.  


• Day to day process hazards and activities which could create a fire problem need to be identified 
and controlled so that no-one is significantly at risk. 


• If a statutory enforcement notice is received, you must take immediate action to comply with the 
notice. Failure to comply with requirements of the notice will result in legal proceedings processed 
through courts.  


• Note: A fire certificate issued under the previous legislation may provide useful information but will 
not in itself be adequate as a fire risk assessment, for this purpose the Operational Fire Risk 
Assessment (OFRA) form has been provided.  


 
1.2.5 Fire Precautions Guide 4 - Appointment of a Fire Precautions Officer & Summary of Tasks 


The Unit Manager (PiC) is the designated Fire Precautions Officer may designate the duty and nominate an 
FPO to undertake the role. Whoever undertakes the duty should be competent by qualification, training or 
experience. FPOs are not required to be experts or become involved in fire fighting, their function is to 
ensure the premises is maintained in a compliant and safe condition. 
 
They need to be aware of basic requirements and how to arrange for deficiencies to be put right. At large 
sites with several occupiers one person should take the lead role and co-ordinate activities with other 
occupiers. The main tasks and frequency are summarised below. They need not all be done on the same 
occasion but should be completed within a reasonable time limit. Periodically a full check should be carried 
out to ensure everything is in order. 
 
Summary duties of the Fire Precautions Officer 
On appointment 


• Ensure the fire risk assessment pro-forma contained in the Site Log Book is completed.  
• Discuss and agree findings where necessary with other occupiers, line manager or safety adviser. 


Implement remedial action where possible.  
• Report any faults to the Help Desk.  
• Advise employees on fire precautions and fire action plans 


Daily  
• Ensure that escape routes are clear and unobstructed and exit doors are unlocked.  
• Check fire alarm panel for fault signals - report/record any faults. 


Weekly 
• Check all escape routes and access to fire extinguishers and hose reels are unobstructed and that 


housekeeping is satisfactory and accumulated waste materials are kept to a minimum.  
• Ensure that the fire alarm and other fire installations (such as sprinklers) are tested & results 


recorded in the Site Log Book. Alarm call points must not be obstructed. 
Monthly 


• Check that fire exit signs and other fire safety signs are in place and visible.  
• Visually check the condition of all fire extinguishers and hose reels.  



mailto:jag.ray@royalmail.com
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• Check that emergency lighting has been tested & results recorded. 
Every 6-12 months 
     As appropriate: 


• Arrange a fire drill, check operation of emergency fire action plans record results in log book.  
• Arrange for fire crew to visit large buildings for familiarisation purposes.  
• Check engineers have carried out tests and inspections of emergency lighting, fire alarms and fixed 


fire-fighting equipment & that the records in the Site Log Book are correct.  
 
1.2.6 Fire precautions guide 5 - recording information - the site log book 


The Site Log Book has been issued to every location and is to be used for recording all facilities information 
centrally. Volume 3 of the log book is dedicated to fire safety and contains the forms needed to record 
information to show compliance with fire safety legislation. The information and records contained in this 
volume provide proof to the Fire Brigades on how we are complying with our duty under the fire safety 
order. 
 
These records include testing of safety equipment such as fire alarms and emergency lighting, fire training 
and drills. 
 
Guidance 
Service/maintenance engineers must record visits to check, inspect or repair fire installations. 
 
All records should be kept for a period of at least 12 months from the date of last entry. 
 
More importantly the Fire Risk Assessment, Fire Risk Assessment Review, Premises Fire Action Plan and 
Premises Fire Safety Policy all of which are required for inspection by visiting fire officers. 
 
The Site Log Book issued to all locations and contains all the forms required for occupiers and contractors 
to record the information. 
 
1.2.7 Fire Precautions Guide 6 - Fire Risk Assessment 


The Fire Risk Assessment has been a legal requirement since the introduction of the Fire Precautions (Work 
Place) Regulations and now continued under all UK Fire Safety Legislation. 
 
The Fire Risk Assessment has been a legal requirement since the introduction of the Fire Precautions (Work 
Place) Regulations and now continued under the Fire Safety Order. 
 
Step 1 identify hazards 
Identify any potential source of ignition and combustible materials close to the source which could become 
ignited and cause a fire. 
Step 2 identify those at risk 
Identify the location of anyone in or around the premises who might be exposed to a higher than normal 
risk if there is a fire, e.g. persons working in areas below ground, or in a lone working situation. Those 
working in the vicinity of building alterations, or using heat producing equipment, for example in a kitchen or 
workshop, using sleeping accommodation provided on the premises of a residential centre or college are 
further examples. 
 
Particular attention should also be given to those requiring assistance during any evacuation from the 
building or premises. This may include any person with disabilities, elderly, a parent with children or those 
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with cognitive disabilities. 
 
Step 3 evaluate, remove, control, avoid and protect from risk 
Decide on the measures necessary to minimise the risk by removing, reducing, controlling, avoiding or 
monitoring the hazard, for example by removing combustibles, or ensuring heat producing equipment is 
used safely. 
 
Step 4 plan, inform, train and instruct 
Planning will be a key component in providing sound fire safety strategy for your premises and the 
production of your Premises Fire Action Plan. To create an effective emergency plan you will need to know 
what your hazards are and how to control them and how you must react when those controls fail. 
 
Ensure that there is a Fire Evacuation Plan which takes account of any particular hazards or working 
locations and that people are informed about it and trained in what to do if there is an emergency. Small 
premises may only require a simple evacuation plan but as the premises increases in size and numbers of 
staff, so does the necessity to provide a more comprehensive and effective plan. 
 
Once the fire evacuation plan has been agreed, ensure all staff is familiar with what they will be expected to 
do in the event of an emergency evacuation. Responsibilities should be made clear and practiced when 
carrying out fire drills. 
 
Clear instruction must be given to all employees, visitors and contractors. Clear instructions posted 
throughout the premises in prominent positions. Consider language differences and if alternative notices are 
required or larger print for those with visual impairment. Liaise with other occupiers where necessary to 
agree and ensure common or shared areas of the building are accessible at all times. 
 
Step 5 record and review 
Record the findings of your fire risk assessment and ensure you identify what measures you have in place in 
the comments section under each heading of the Operational Fire Risk Assessment form (OFRA). 
 
Record the problems identified (if any) and remedial action taken by completing the action sheets at the rear 
of the OFRA. Property defects must be reported via the Property and Facilities Management Helpdesk. 
 
Keep assessment under review and revise where necessary. 
 
Update Risk Assessment if conditions change and review it at least annually. Keep it available for inspection 
by the fire authority.  
 
Remember, always download the latest copy of the template OFRA or FRA Review from this page to ensure 
you have an up to date copy. 
 
When you have a satisfactory Risk Assessment or if completed by one of the fire consultants you should 
only need to complete the FRA Review document unless there are major changes to the building, numbers 
of employees or work process. 
 
Fire Precautions Guide Section 7  


Fire Precautions Guide Section 7 has a number of sub heading giving information and guidance on the 
typical causes of fire  
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1.2.8  Smoking 


Since 2007 smoking was banned in all public indoor spaces in the UK. This includes all places of work, 
public houses, restaurants, nightclubs and other places of entertainment. Smoking is still allowed outdoors, 
at home, in prisons, care homes and designated hotel rooms. Those caught smoking in a banned area can 
face fines of £50. For any person in charge of public premises you can expect to face a £2,500 fine if you 
fail to stop someone smoking. You can be charged on-the-spot fines of £200 or Court Fines of up to £1000 
if you fail to display no-smoking signs. This also applies to any person in our buildings or premises. 
 
The Royal Mail Group has a strict no smoking policy within any building, smoking only being allowed on the 
premises in designated areas. Care must be given when selecting a suitable location as a smoking area with 
the following points should be taken into consideration.  
When designating a smoking area consideration should be given to the following points. 


• Away from any storage areas or combustible materials.  
• More than 4 metres from any opening into a building.  
• Use non-combustible floor mounted ashtrays.  
• Avoid windy areas of the building, lit cigarette ends can be blown for considerable distances and still 


cause a fire hazard. 
 
Cleaning staff should be instructed to empty butt bins regularly and not allow them to become overfull. 
Always empty butt bins into a metal container and allow to stand for at least 12 hours before disposing into 
waste bins. Enclosed ashtrays are preferable; plastic bins and bin liners are not to be used. 
 
In out of sight areas, rubbish provides the fuel and lit cigarettes an ignition source. Oxygen is a component 
of air; so all three elements of the fire triangle are present. 
 
People tend to smoke in the worst possible places - out of sight areas where discarded smoking materials 
can fall into hidden places along with other rubbish where a fire could grow undetected. 
A careful watch should be taken where discarded cigarette ends are found away from designated smoking 
areas. Remind employees about the dangers of fire from carelessly disposing of lit cigarettes and their 
responsibility towards preventing fires by exercising good safety practice. 
  
The Smoking Guide can be found on PSP - Policy and Information - Health Overview - Smoking Guide 
 
1.2.9 Electrical Sources Wiring and equipment 


All electrical equipment and wiring must be maintained in a safe condition and not overloaded - defective or 
overloaded wiring or faulty appliances are a frequent cause of fire.  
 
Inspections should be carried out periodically by competent engineers. 
 
Mains operated electrical equipment should not be used on official premises unless tested/inspected by 
electrical engineers. If you are worried about the safety of electrical installations or equipment report this to 
the P&FM Helpdesk. 
Portable heaters and chiller units 
Portable electric heaters and chiller units should be located and used in accordance with manufacturers' 
instructions.  
 
Sufficient clearance is to be maintained around the appliances to allow proper air circulation and prevent 
heat output impinging directly onto a combustible surface such as fixtures, fittings, furniture or upholstery. 
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Portable radiant bar electric fires are not permitted. 
 
Fans and motors 
Extract fans in all locations should be checked periodically by engineers for accumulations of dust, etc., 
which can block the air inlet eventually leading to overheating and then a fire.  
Electric motors which have blocked ventilation slots or worn components are a potential fire source if not 
properly cleaned and maintained. 
 
Lighting 
Filament bulb lamps run hot, fluorescent tubes less so, but in storage areas or rooms make sure that boxes, 
papers or other combustibles are kept at least 150 mm clear of the lamps or starters. 
 
Battery charging 
Battery charging generates both heat and fumes. During the charging process both Hydrogen and Oxygen 
are generated creating a potentially flammable atmosphere.  
 
Battery charging should only be carried out in specially designated areas. All electrical and ventilation 
equipment must be maintained in good working order to minimise the risk of arching from bad connections 
and ensure adequate air flow to prevent a build-up of fumes.  
 
Storage and refuse should not be permitted in or around charging areas creating a possible fuel source in 
any fire situation. 
 
Lightning 
Lightning is potentially a massive ignition source and has been responsible for some very destructive fires. 
There is not much that can be done about this (so don't include it on a risk assessment) but ensure that 
where a lightning protection system is installed on the building, it is properly maintained and undamaged. 
 
Lightning conductors are required to be tested and certified annually. 
 
Electricity supplies must be safely maintained and not overloaded 
 
1.2.10 Flammable Liquids and Gases  


Flammable liquids can ignite easily - this depends on the flash-point. The lower the flash-point the higher 
the risk of ignition! 
 
Liquids - reducing risks  
Flammable liquids should be used with care. Stocks should be kept in a purpose-designed metal cabinet 
that is suitably marked to indicate the hazardous nature of the contents. 
 
Cleaning rags should not be left lying around and should be disposed of in a metal bin with a tight-fitting 
metal lid immediately after use. 
In vehicle workshops, non-combustible absorbent granules should be used on any oil spills. 
 
Be aware, it is the vapours from the liquid that ignites and burns not the liquid itself; therefore empty 
containers can be just as dangerous as those containing flammable liquid. 
 
The findings of any COSHH risk assessments and manufacturer’s instructions relating to fire and control 
measures must be adhered too. 
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Combustible/explosive gases 
Bottled liquefied gases (LPG) such as Butane or Propane are often used in temporary heating or cooking 
equipment or for powering forklift trucks in warehousing areas and for contractor's equipment. All are 
potentially explosive and will ignite easily. 
 
LPG being heavier than air can enter drains, workshop service pits or low lying areas. Reducing the danger 
in the use of such gases depends critically on observing safety rules and good practice and effective 
maintenance routines. Most incidents are caused by careless use of equipment or poor maintenance. 
Temporary heating gas bottles should be adequately secured and guarded. Cylinders should not be 
permitted to remain inside the premises after working hours unless in a recognised, adequately ventilated 
suitable storage location in open air. 
 
Some adhesives contain highly flammable substances such ethyl acetate which quickly vaporises to help 
speed up the drying process. These flammable vapours are heavier than air and can be easily ignite by a 
small spark or flame. Always ensure the area is free from ignition sources and keep the area well ventilated 
until the smell of the adhesive has gone. 
  
Oxygen 
Oxygen is worth a mention. It is non-combustible, but is an oxidiser and will support and accelerate 
combustion. Materials not normally considered combustible may be ignited by sparks in an oxygen rich 
atmosphere and some substances (such as oils) may ignite spontaneously in certain conditions. Similar 
precautions and safeguards as for flammable gases would apply. 
 
1.2.11  Poor House Keeping and Practices 


Unorganised storage, layout and tidiness has a major effect on fire development. If fire starts in a neatly 
stacked pile of timber pallets or cardboard, around which is a clear space, it may be contained and 
extinguished quickly. Badly maintained storage of stock, waste and redundant equipment can easily hide 
ignition sources or help spread a fire. 
 
Storage areas - security 
Sacks, paper, shredded waste, pallets, tyres etc. may need to be stored in quantities which if ignited, could 
spread quickly to the building and result in a serious fire. Storage areas for such materials must be secured 
to guard against casual intruders as well as other ignition sources. 
 
Wheeled bins should not be allowed to overflow to the extent that the bin lids cannot be closed. Many of the 
larger wheeled bins are designed that when the lid is closed any available oxygen will be used up and 
extinguish the fire. 
 
Combustible materials should not be stored against external walls or perimeter fencing outside a building. 
Many buildings have been badly damaged by fire spreading from materials stacked too close to windows, 
doors and other vulnerable areas of the building. 
 
Service installations - It is good practice not to allow refuse to accumulate within the catch pit area of tanks 
containing diesel fuel or heating oil. Oil saturated paper, rags, leaves etc are highly flammable. If quantities 
of water build up within the catch pit it should be reported as a fault so that arrangements can be made to 
safely drain it to ensure any oil spills are contained in the catch-pit. 
 
Gas or electrical intake sub-stations or computer server rooms, which are under the control of the 
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organisation, should not be used for storage of combustibles. Electrical intake and server rooms require air 
to circulate and keep switchgear cool. 
 
Flammable stores must be kept secure. Where required, materials should be segregated and only suitable 
containers used and sealed after use. Badly sealed containers allow flammable vapours to escape and 
create a serious danger of fire and explosion. 
  
Housekeeping 
Good housekeeping is a vital ingredient of fire safety. Housekeeping standards affect fire safety because 
fires need fuel. A build-up of redundant combustible materials or rubbish provides convenient fuel - 
whether for the arsonist, the carelessly discarded cigarette or match, or the spark from the contractor's 
welding/cutting gear. 
 
Bad housekeeping leads to: 


• blocked fire exits;  
• obstructed escape routes;  
• difficult access to fire alarm call points, extinguishers and hose reels;  
• obstruction of vital signs and notices;  
• a reduction in the effectiveness of automatic fire detectors and sprinklers  


 
1.2.12 Arson 


Malicious acts by outsiders or even employees cannot be ruled out. They can however be discouraged and 
the potential for damage reduced by some simple precautions. 
 
Burning ambitions 
Arson by outsiders can be prevented by good security in line with normal business practice. 
Prevent easy access by ensuring external doors and windows are kept closed, always challenge people 
without ID, check boundary security and access gates are in good condition and secure.  
 
Deprive them of fuel 
Security against fire-raising may be slightly different from normal business security. For example, access by 
children to a remote part of an open yard may not be regarded as a risk to the business but it could result 
in arson, particularly if there are pallets, rubbish, tyres or other combustible materials lying about. 
 
As part of the risk assessment it is important to look out for obvious weaknesses, sources of ignition and 
possible fire hazards, such as: 


• inadequate security;  
• smoking in places where it is banned or could be a danger;  
• poorly maintained electrical equipment or installations;  
• oil-soaked rags or cloths;  
• grease deposits in kitchens;  
• accumulation of rubbish, waste materials and storage, in unsuitable locations, e.g. staircases, 


corridors, plant and electrical intake rooms, or external areas close to the building;  
• careless use of cutting, welding or heat-producing equipment;  
• dangerously sited or unsuitable portable heaters;  
• unsecured flammable liquids;  
• the risk assessment pro-forma should be completed which identifies the hazard and the action 


taken to control it (see Volume 3 of the Site Log Book);  
• deny the potential arsonist ready access to fuel, or at least keep the fuel away from buildings. 
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1.2.13 Heat producing equipment 


There have been many recorded instances of fires starting in commercial premises during construction and 
maintenance works, with the cause being directly related to contractors carrying out hot works and not 
adopting strict hot work procedures. 
 
Prior to any contract being issued, which may involve hot working, Group Property Programme Managers 
require all contractors to supply a detailed safe system of work and provide a suitable permit to work 
system. Although this removes most of the responsibility from the Unit Manager (PiC), there is still a 
requirement to ensure any work is being carried out safely and closely following the contractors own 
guidelines. 
 
In any instance where there is doubt over the safety of the work being undertaken, the contractor must be 
asked to stop work until you are satisfied that a safe system of working has been put in place. In extreme 
cases you may have to ask the contractor to leave the premises where he refuses to comply or cannot 
comply with the requirements of the safe system of work. In all cases where you have stopped any work 
being carried out you must contact the P&FM Helpdesk.  
 
1.2.14 Fire Precautions Guide 8 - Emergency fire action planning 


An emergency fire evacuation plan relevant to the size of the building, number of people and the level of 
risk is required for any building occupied by Royal Mail Group employees. 
 
In any premise where two or more Fire Wardens are required either by the findings of any risk assessment 
or due to size and layout of the building a written Premises Fire Evacuation Plan (PFEP) will need to be 
provided and must be kept on file in Volume 3 of the Site Log Book. 
 
The extent of the detail required will be dictated by the size and nature of the premises, the number and 
type of employees and the business critical element of the process carried out. The current UK legislation 
requires all premises to have an emergency fire plan detailing the responsibilities and actions taken by all 
employees in the event of a fire or the alarm being actuated. 
 
The Premises Fire Evacuation Plan must detail action taken in the event of a fire, those who have fire safety 
duties and the areas to which they are responsible. The extent of the detail required will be dictated by the 
size and nature of the premises, the number and type of those at risk. 
 
Due to the many variations of type and size of premises it has been accepted that three types of Emergency 
Fire Evacuation Plan will be used according to size of premises and business critical element and known as 
the Premises Fire Evacuation Plan (PFEP). These will be classified as either 


• Level 1 Small/Low Risk  
• Level 2 Medium Risk  
• Level 3 High Risk/Large Complex Sites.  


 
Fire Instruction Notice 
Fire Instruction Notices detailing staff/key personnel actions should be displayed throughout the premises in 
prominent positions in employee accessed areas. These A4 size notices will be more detailed than the 
normal fire action notice usually found at fire alarm call points. 
 
Fire Instruction Notices should give brief details of agreed procedures for your premises and what actions 
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key personnel take in the event of a fire. These instructions will normally be standardised for your premises, 
variations or specific instructions may be included at strategic locations to account for the size and layout of 
the premises, location of key personnel or persons specifically at risk or requiring assistance. These should 
be simplified action points giving clear instruction in the event of fire or fire alarm actuation. 
  
 
 
 
 
 
 
Fire Action Notice 


   
Fire action notices should be displayed by all call points and other prominent positions such as notice boards 
throughout the building. 
 
The fire action notices should be simple and cover the following points; 
 
1. What people should do if they discover a fire, normally: 


• Raise the alarm by warning others and/or by use of 'break glass' alarm points.  
• Call the fire brigade (the brigade make no charge for attending a fire call made in good faith).  
• Leave by the nearest fire exit closing doors behind you.  
• Inform the Incident Officer why the alarm has been sounded.  
• Go to the pre-determined assembly point and wait further instructions. 


 
2. What people should do if they hear the fire alarm: 


• Evacuate the building and proceed to a pre-determined assembly point. The location of the 
assembly point should also be shown on fire action notices.  


• Follow the Fire Warden's instructions.  
• Remain at the assembly point until otherwise instructed.  


A standard Fire Action Notice can be ordered via the P&FM Help Desk and supplied by Chubb Fire.  
 
People with disabilities - key points 
 


  
Emergency fire action plans must take into account the needs of any people with a physical or sensory 
impairment. 
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A Personal Emergency Evacuation Plan (PEEP) should be drawn up and agreed with employees who require 
assistance. Specialist advice may be required for certain situations. The PEEP form and guidance notes can 
be found on the SH&W Knowledge Database under the Fire Standard in Emergency Preparedness. 
 
Include any special measure in your premises Fire Risk Assessment. 
 
Ensure you have an overall strategy for locations where visitors or customers may need assistance. 
Employees will need to be carefully briefed on any arrangements in place for them. 
 
All plans should be tested for effectiveness, and kept under review. 
 
Prior to making any firm decisions about what you need to do first discuss with the person or group 
concerned and find out how best you can assist them. Introduce them to those who will be assisting and 
ensure what is required is fully understood. Remember dignity and independence in effecting any assisted 
evacuation should not be overlooked. 
 
Most buildings have identified or dedicated refuge areas. Generally these are situated within a protected fire 
escape route and are to be used as a temporary place of safety until an assisted evacuation can be carried 
out. No person should remain at a refuge point for more than a few minutes before being assisted out of 
the premises. 
 
Do not leave anyone unattended who has one of the following conditions. 
 
Physical Impairment 
This could include wheelchair users or people with impaired mobility through illness or pregnancy. 


• By agreement, nominated employees should be appointed to work adjacent to people with a serious 
impairment so that they can assist them in getting out of the building to the assembly point. These 
are known as Assistants or Buddies'.  


• In multi-storey buildings without a special fire evacuation lift, the use of a dedicated evacuation 
chair may be required - in which case a sufficient number of assistants should be appointed and 
trained in correct use of the evacuation equipment and methods of carrying - organisation such as 
St John's Ambulance Service or the equipment supplier can provide training.  


• Where special 'Evac chairs' are provided, they must be kept in or near the person's work area so as 
to be ready for use. In case of emergency they should proceed to a designated safe refuge area 
such as a staircase or lift lobby. This must be large enough to permit the unimpeded exit of other 
employees. One or more colleagues should remain on hand to provide assistance in reaching the 
assembly point.  


• Lifts are not to be used unless confirmation is obtained that they meet the necessary technical and 
safety requirements for use during a fire - seek advice from the P&FM Helpdesk. 


 
Note: 


• Any person nominated as an assistant must receive adequate training as to the extent of assistance 
required. Where required a manual handling risk assessment must be carried out.   


• A refuge is a temporary place of safety in a protected area and any person waiting assistance must 
not be left by them self.  


• It is the responsibility of the Unit Manager (PiC) to ensure adequate procedures are in place to assist 
anyone to safety, not the fire brigades.  


• A sufficient number of trained staff should be available to cover for all types of leave.  
• Ensure you have completed the "Individual Assessment of Persons Specifically at Risk" available on 


the intranet or through the CSR helpdesk. 
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‡ For further information on training Assistants, advice should be sought from the Accessibility Resource 
Centre Tel: 0114 2414731 Email: arc@royalmail.com 
 
Impaired Vision 
Familiarity with all the escape routes and exits is essential. 


• Larger exit signs, suitably illuminated by artificial lights may be necessary.  
• Avoid poorly lit areas on escape routes - achieve a good balance in all areas. Change in floor levels 


should be clear and obvious.  
• Provide tactile surfaces or other adjustments, consult employees/seek advice from P&FM Helpdesk.  
• Assistants should be nominated to provide guidance to assembly point.  
• Guide dogs - control to remain with owner. 


 
Impaired Hearing 


• Partially impaired - no special provision in addition to existing fire alarm systems is usually 
necessary. Assistants should be nominated to ensure the person has been alerted and relay any 
other instruction.  


• Profoundly deaf - consider provision to employee of personal vibrating alert device actuated by fire 
alarm system. Fire alarm conversion to visual signal devices can have unwanted side effects - this 
should be a last resort only after consultation with all concerned.  


• Remember, alerting devices will only warn the person that they need to leave the building. 
Assistants/Buddies will need to be appointed to ensure the person is given any relevant information 
and informed of the situation.  


• Induction loop system is not an acceptable means for fire warning.  
Note: Any deaf alert systems must be included in the scheduled alarm testing, the results of the tests 
recorded. Where vibrating alarms are used sufficient replacement batteries should be available and spare 
units to cover for breakages or losses. In the event of a system failure you will need to have standby 
arrangements in place. 
 
Cognitive Disabilities 


• This group of people may not have the same perception of risk and may have difficulty in 
understanding the situation. They may show signs of distress at the sound of the alarm or may not 
even respond to it. There may be a reluctance to deviate from a set route and only use a route 
known to them.  


• Tell the person what to do if required.  
• Assist, reassure and accompany to the nominated place of safety/assembly point. 


Where any person is employed with cognitive disabilities, further advice should be sought from the 
Accessibility Resource Centre. Tel: 0114 2414731 Email: arc@royalmail.com 
  
1.2.15 Fire Precautions Guide 9 - Fire Evacuation Drill 


A fire evacuation drill must be carried out at least once every 12 months and more often if there is frequent 
turnover of employees or where there is shift working. 
 
Additional drills may need to be held to ensure all employees know how to evacuate the building safely in 
the event of a fire. Everyone regardless of standing, position or commitment MUST evacuate the building 
and gather at their assembly point when a fire drill takes place. Drills can be unannounced although key 
people should be warned. The alarm system should be operated in the normal way to begin the 
evacuation. The opportunity should be used for an employee to actually operate a call point. Employees will 
normally use a familiar route, simulating a fire blocking a daily used exit route makes the drill bit realistic. It 
should not take more than 2 to 3 minutes for everyone to reach open air or a place of relative safety in the 
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building, such as a staircase on their way out of the building. 
If the brigade is called to a fire, the Fire Precautions Officer or manager should meet them on arrival with 
the following information: 


• Approximate location of fire.  
• If everybody has been accounted for/confirmation the building has been cleared.  
• The location of major utility intakes, sprinkler and other fire system controls and any special risk 


area. 
 
All building occupants should take part in a fire drill at least once a year and record the names of those 
attending in Volume 3 of the Site Log Book in the training section. 
 
1.2.16 Fire Precautions Guide 10 - Employee Briefing and Training 


All employees must be properly briefed on basic fire precautions for the building and the emergency fire 
evacuation plan. All employees must be properly briefed on basic fire precautions for the building and the 
emergency fire evacuation plan. This not only ensures a good safety standard for all employees but is also 
required by legislation. 
 
They should know what to do: 


• If they discover a fire, and the procedure on hearing the fire alarm. 
 
They should also be made aware of: 


• the use and location of fire fighting equipment;  
• location of alarm call points and how to raise the alarm;  
• procedure for calling the fire brigade;  
• all escape routes from the building including final exit doors and external assembly points;  
• prohibited actions, such as wedging fire-resisting doors open, leaving cooking appliances unattended 


when in use;  
• understand the duties of fire wardens and the importance of complying with their instructions. 


 
New entrants and anyone new to the building must receive induction training as soon as 
possible. They must view the video "Introduction to Fire Safety" and conducted around all areas of the 
building. It is important they know and understand the fire protection and fire safety measures and actions 
of the building. 
 
All employees should receive fire safety awareness training every year and be briefed on the findings of the 
fire risk assessment. This can be carried out at team briefings. All employees must be instructed in the fire 
precautions for the building and the importance of swift action if a fire is discovered. 
 
All fire safety training and fire drills should be recorded in volume 3 of the Site Log Book. All building 
occupants should take part in a fire drill at least once a year and record the names of those attending in 
Volume 3 of the Site Log Book in the training section.  
 
1.2.17 Fire Precautions Guide 11 - Escape Routes and Exits 


Keeping escape routes clear and unobstructed are essential for your safe escape if a fire occurs. 
 
The escape routes from a building are a vital element of fire precautions. Escape routes comprise clear 
aisles around equipment, fixtures or furniture and corridors or staircases leading to final exit doors and 
open air. In multi-storey buildings, staircases, lobbies and other elements of the escape routes are enclosed 
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by fire resisting construction and self-closing doors. The purpose is to create comparatively safe areas by 
preventing fire and smoke spreading through the accommodation. 
 
It is vital that all routes and areas are kept free from obstruction, floor surfaces are non-slip, in good 
condition and free from trip hazards. Corridors and stairwells must not be used as storage areas including 
temporary storage of flammable items such as cardboard boxes. 
 
Any fire doors protecting these routes must be kept closed and maintained in good condition. 
In open plan situations, operational areas or large rooms, it is important when planning or re-arranging 
furniture or fittings to make sure that the designated escape path and width is maintained and that the 
travel distance to the nearest exit is not extended beyond the original distance. Dead-end conditions with 
one direction of ingress/egress should be avoided where possible. 
 
External escape routes 
Ensure external routes are kept clear, free from slip and trip hazards. Particular attention should be given to 
those routes not regularly used as they can often become obstructed by unkempt undergrowth or used as 
unofficial storage areas. Seasonal changes will often cause problems with falling leaves, snow and ice 
creating slip hazards and will require regular clearing. 
 
Routes discharging onto traffic systems may require safety signs to warn both pedestrians and vehicle 
users. Crossing points should be clearly marked. 
   
Exit doors generally 
In public areas ingress/egress doors should be free of fastenings during opening hours to allow people to 
leave easily. Elsewhere, during times of occupancy, exit doors are usually permitted to be held on a single 
quick release security fastening such as a lever operated mortise lock, push bar, thumb-turn latch or similar 
easily operated device. In high security situations frangible glass covers or domes are provided to permit 
operation of quick release locks or sliding bolts. Other more secure fittings should only be used out of hours. 
 
At the start of each shift or working day, fire exit doors should be checked to ensure they are unlocked and 
ready to use in the event of an emergency. Exit doors and fastenings for use only in an emergency can 
often seize up due to lack of use or maintenance. Each fire exit door should be opened weekly to check ease 
of operation and that it opens full width. Check outside to make sure there are no obstructions to egress 
from the building and the escape route is clear and where necessary, properly lit. 
 
Any exit point discharging onto a traffic system must be provided with pedestrian barriers to prevent 
employees walking directly in to the path of moving vehicles. Signs should be placed to warn both 
pedestrian and vehicle operators.  
 
Corridors, lobbies and staircases 


• Keep free of storage and accumulations of unwanted clutter and obstructions.  
• Fire check doors not to be wedged open and 'Fire Door Keep Shut' signs to be fixed on both sides.  
• Check that self-closing fire resisting doors operate properly and are a close fit in the frame.  
• Damaged nosing on stairs or worn non-slip edging can create a slip hazard along with damaged or 


broken handrails.  
 
Regularly check all escape routes, such as aisles, corridors and staircase to ensure that, 


• They are clear and not obstructed.  
• All exit doors can be opened quickly and easily. Consideration must also be given to any person with 


a disability.  
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• All fire-resisting doors close properly and are not wedged open.  
• Floor surfaces are free from trip and slip hazards and floor coverings maintained in good repair.  


 
1.2.18 Fire Precautions Guide 12 - Fire Safety Signs and Notices 


Fire Safety Signs draw attention to situations or objects which may present a hazard to health and safety, 
indicate a safe situation, route or give instructions which must be followed. 
 
Safety signs are not meant to replace or substitute accident prevention measures. 
  
Five different types of sign contribute to fire safety in buildings (see examples below).   


• All safety signs now have to incorporate a defined symbol or "pictogram". They also have to be a 
specific shape and colour.  


• The inclusion of text in signs is optional.  
• Avoid over-provision of signs and note that with 'Exit' signs, various types of standard symbols are 


acceptable, but they must be of suitable size for the viewing distance.  
• Electrically powered signs, such as 'Exit' lights, must also incorporate an appropriate symbol or 


pictogram.  
 
Safe conditions - fire exit signs  
Green and white signs with directional arrows are to be used to indicate safe routes, exits, changes in 
direction and Refuge Areas. They may be supplemented with text if required, i.e. PUSH BAR TO OPEN, 
normally placed on a door fitted with a panic bolt or latch. 
 
N.B. Larger signs than normal may be necessary in large buildings with extensive viewing distances. 


 
 
Mandatory signs 
Blue signs indicate something you must do and will have written instructions on them. 


 
A typical example can found on both sides of a fire door fitted with a self-closure. 
 
Prohibition signs 
Prohibition signs inform you on something you must not do. They are easily recognisable being circular 
white sign with a red border and diagonal line going through the centre. 


 
A pictogram symbol in the centre will instruct on what action you are prohibited from doing. 
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This example shows smoking is prohibited. They may often be accompanied by a smaller rectangular 
information sign below. 
 
 
Hazard warning signs 
Hazard warning signs are displayed in yellow and black and indicate either a specific hazard such as 
electricity symbol to indicate danger of electrocution or the exclamation mark used as general warning, 
caution or risk of danger. 


 
Where required supplementary information may also be included on an accompanying rectangular sign in 
the same colours to explain the meaning of the sign or may give additional warning information. 
 
Fire Action Notice 
Fire action notices are general instructions to anyone in the building and should be placed in prominent 
positions throughout the building, such as at exit points and on notice boards. 


 
Where the building is fitted with a fire alarm it is normal to site these by the fire alarm call points. 
 
1.2.19 Fire Precautions Guide 13 - Familiarisation visits by the Fire Brigade 
To help the local fire brigade to become familiar with the risks within their area, it is a good idea to invite 
them into a major new facility that they might not be aware of. Prior knowledge can help save lives and 
reduce property damage. For larger premises the local fire station will arrange for periodic visits by crews 
who would normally attend in the event of fire. 
 
Local fire officers have the power to issue enforcement notices for any infringements they find. Changes to 
fire safety legislation have given the fire brigades increased powers and responsibilities with a duty to police 
premises within their area.  
 
In many instances local fire crews will only attend premises to carry out fire safety inspections and not 
informal visits. The purpose of these visits will be to ensure the requirements of the FSO are being complied 
with and being managed properly. 
 
It is therefore important to ensure a manager with sufficient fire safety knowledge of the premises is 
available to escort the local crews or Fire Inspecting Officer around the premises. Fire Risk Assessment and 
Fire Risk Assessment Review, Fire Training records and test records must be made available for their 
inspection. 
 
As an example Fire officers have a statutory right to: 
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• Inspect fire safety records to ensure fire risk assessments, fire training, and fire drills being carried 
out and fire safety equipment is being properly maintained and tested.  


• Inspect the premises for hazards such as obstructed fire doors, exits and routes, storage and 
handling of hazardous substances, Ensure sufficient fire signs and fire instructions are in place and 
legible. Emergency lighting and fire alarms are sufficient, easy to operate and maintained.  


• Ensure employees are aware of the emergency fire safety procedures, induction has been carried 
out and awareness training undertaken as required.  


• Be supplied with copies of any documents regarding fire safety matters.  
• Adequate safety measures are in place for the protection of fire fighting crews. 


The contents of this fire precautions guide will assist you to carry out your fire safety responsibilities and 
ensure your premises complies with fire safety legislation. 
 
1.2.20 Fire Precautions Guide 14 - fire extinguishers 
All fire extinguishers are maintained under contract. The Pic is still responsible to ensure they are being 
maintained and ready to be used if required.  
 
Extinguishers manufactured before 1997 have colour coded bodies to aid recognition. It is quite acceptable 
for these to remain in use providing they pass the annual British Standard inspection which must be carried 
out by a competent servicing organisation. This will be arranged by Royal Mail Facilities Management. 
 
Since 1997 extinguishers are produced to a new European standard with an all red body colour. A small 
percentage of the body area is allowed to be colour coded to the old British Standard scheme. RMG has a 
national Call-Off contract for the supply & maintenance of fire equipment. Some work is also carried out by 
internal suppliers. 
 


Type & suitability 
Old body 
colours 


New body 
colour Method of extinguishment 


FOAM 
Aqueous Film Forming Foam (AFFF) 
All risks except live electrical 
equipment. Standard issue. 


Cream or 
beige 


Red 
(cream 
band) 


Extinguishes by cooling - lowering the 
temperature so that combustion ceases. Wetting 
agent is spread over the fuel surface forming a 
foam layer over the burning vapour. 


Carbon Dioxide 
For electrical equipment risks. 
Standard issue. 


Black 
Red 
(black 
band) 


Extinguishes mainly by oxygen displacement. 


Water 
Wood, paper, textiles, etc. Not live 
electrical equipment or burning 
liquids. Not standard issue. 


Red Red Extinguishes by cooling. 


Dry Powder 
All risks. Not standard issue. 


Blue 
Red 
(blue 
band) 


Extinguishes by chemical inhibition and thermal 
interaction with flames. 


Wet Chemical 
High temperature oil fires for 
commercial kitchens 


N/A 
Red 
(yellow 
band) 


Extinguishes by reacting with the hot oil to form 
thick foam type layer over the burning oil and 
excluding oxygen. Does not break down under 
high temperature. 


 
 
 
Provision and Location 
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The normal provision is one water based extinguisher (typically AFFF) for every 200m2 of floor area. Travel 
distance to reach an extinguisher 30 metres. Carbon Dioxide (CO2) extinguishers are usually provided 
adjacent to electrical equipment in higher risk areas such as boiler rooms, kitchens and electrical switchgear 
or intake rooms. 
 
CO2 extinguishers are also normally provided adjacent to automated equipment or in the same location as 
photocopiers, printers etc. but special extinguishers are not necessary for every item of electrical equipment. 
Hose reels (normally only provided in distribution areas, warehouses, etc.) are mostly 30m long and can 
provide coverage up to 36m from the actual reel. 
 
Wet chemical extinguishers are only installed in our larger commercial kitchens for use on fire in deep fat 
fryers. They should be placed in an easily accessible position near or by a fire exit within the kitchen. Wet 
chemical extinguishers are purposely designed for fires involving contained hot fats and oils such as deep fat 
fryers. They are not suitable for any other type of fire. 
 
Fire equipment must be sited at easily accessible locations on escape routes and a clear space must be 
maintained around installations. Extinguishers should be fixed on wall brackets or in floor mounted cradles. 
 
All employees must be familiar with their use and any person with a fire safety duty must be trained to 
safely use fire extinguishers for self-preservation or to assist others evacuate the building. 
 
1.2.21 Fire Precautions Guide 15 - Emergency Escape Lighting 


Emergency escape lighting gives sufficient light to allow you to exit a building safely when other lights fail. 
 
Emergency escape lighting normally activates only when the ordinary lighting fails but some emergency 
lighting can remain illuminated at all times of occupancy. Most emergency light fittings in our buildings 
contain their own batteries, which are kept charged by the normal lighting circuit. Modern fittings of this 
type usually contain a red or green LED lamp to show that the battery is being charged, although this may 
not be present in older emergency light fittings. 
 
If you can see a small LED light, the battery is being charged in the emergency lighting unit. An unlit LED 
should be reported as a fault to the P&FM Helpdesk. 
 
Monthly operation tests must be carried out either by engineering contractors or the unit manager. The Site 
Log Book must be completed after the examination.  
 
Some building systems have the Emergency Escape Lighting wired to a central control panel that will carry 
out the periodic monthly testing and report failures. Where installed, these panels should be checked daily 
for faults. 
 
Emergency Escape Lighting is normally installed to illuminate escape routes and exits in buildings occupied 
during the hours of darkness. 
 
Ensure that engineers complete entries in the Site Log Book to confirm that the required periodic testing 
has been carried out. Look out for: 


• Any failure of emergency light fittings that are normally on all the time;  
• Any LED charging lamps that are not illuminated;  
• Any indication on central control equipment or panels that the system has a fault.  
• Report any faults or problems to the Help Desk Tel: 08448009191 
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1.2.22 Fire Precautions Guide 16 - Fire Alarms 


Every building must have an adequate means of giving warning to its occupiers in the event of a fire. 
All our buildings are required to have an adequate method of fire warning. In very small buildings, this could 
be just a verbal communication or a mechanical gong. 
In most buildings, there will be an electrical fire alarm system. This system will consist of a control panel 
(except in the case of very old and simple systems which run off the mains), 'break glass' call points and 
electronic sounders or, in some cases, bells. Call points should be sited at exits and on escape routes. 
 
The alarm system should be tested weekly, by operating one or more different call points each time so that 
all call points are tested in rotation over a period of time. The system should be inspected periodically by 
engineers. All tests and inspections/ servicing must be entered in the Site Log Book. 
 
Some fire alarm systems may incorporate automatic fire detectors which set off the fire alarm automatically 
when either smoke or heat (according to the type of device) is detected. A clear space of 0.5m must be 
maintained around each detector so that it can operate effectively. 
 
Fire alarm systems are normally divided into zones, the number of zones depending on the size and layout 
of the building. A schematic drawing showing the area which each zone covers is essential for quick 
recognition of the area affected by both fire wardens and fire brigade. 
 
The fire alarm system will consist of a control panel (except in the case of very old and simple systems 
which run off the mains), 'break glass' call points and electronic sounders. 
 
Make yourself reasonably familiar with the indicators and controls on the fire alarm panel. 
Look out for any fault indications on the panel. 
 
When the escape routes are checked, it must be ascertained that all alarm points are unobstructed and 
clearly visible. 
 
The alarm must be audible in all parts of the building and must be tested weekly, generally at a set time 
and day. Use a different call-point each time. A 5 second ring will normally be adequate. 
 
Record which call point has been tested in Volume 3 of the Site Log Book. 
 
Report any faults or problems to the P&FM Helpdesk Tel: 08448009191 
 
1.2.23 Fire Precautions Guide 17 - Other Fixed Fire Installations 


Fixed fire installations we mean those that are in-built as part of the engineering services. These may 
suppress a fire or reduce the damage caused by heat and smoke. Fixed fire installations are usually only 
installed to protect special risks or very large buildings. There are not very many of these systems in the 
RMG estate, but this is an overview of the main types which might be encountered:  
 
Sprinkler Systems (Water) 
These are installed mostly in special or large buildings. Do not obstruct the heads by storage or allow them 
to be painted over during redecoration contracts. Technical inspections, periodic tests and repairs should 
only be undertaken by competent sprinkler engineers. Every week the sprinkler alarm bell should be tested. 
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Gaseous Fire Extinguishing Systems 
Usually activated automatically by smoke/heat detectors within the protected space. Control panels indicate 
the system status e.g. 'Automatic', 'Manual', 'Gas Discharged' or 'Locked Off', together with fault indication. 
People who have to work in rooms where these systems are installed must be briefed as to their mode of 
operation and correct usage of the controls. Periodic checks required will be laid down in the system 
installation manual. 
  
Smoke Ventilation Systems 
These comprise smoke vents or extract fans fixed in the roof area of very large single storey buildings. They 
are usually actuated by smoke detection systems and have their own control panel which usually is inter-
linked with the fire alarm. 
 
1.2.24 Fire Risk Assessment. 


The Person in Control of the premises is responsible for ensuring all fire safety arrangements are 
satisfactory. The fire risk assessment pulls together all those arrangements into one form. Once completed, 
it must be reviewed at least annually or when any significant changes are made to your building or work 
systems. 
 
A Fire Risk Assessment (FRA) is an organised look around the premises to identify any hazards which may 
cause a fire, the process and practice already in place to control and reduce the risk and what further 
measures need to be undertaken to achieve the safest practical standard. 
 
The risk assessment will help you to ensure that your fire plans and emergency procedures are in place. 
 
That your emergency action plan is relevant to the size of the premises, the process carried out and the 
number and type of person who may be on your premises. 
 
It should also identify any hazards outside of your premises along with any hazard you pose to others 
around you. 
 
1.2.25 Fire Evacuation Plan 


The purpose of the fire evacuation plan is to ensure the building is quickly cleared, everyone is accounted 
for and the cause of the alarm is quickly identified. 
 
The extent of the organisation and control required will depend on the size and type of the premises, the 
number of occupants and the nature of the hazards present. 
 
All premises must have a suitable fire evacuation plan, relevant to the size of the property and nature of the 
business, to ensure the safe and effective evacuation in the event of fire. 
 
This guidance note has been produced to assist you with identifying the level that should be applied to your 
premises and the information you will need to complete your Premises Fire Evacuation Plan. 
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Welcome to the Royal Mail Group

Introduction to Fire Safety

Royal Mail Group is committed to continuing to achieve high standards of fire protection and prevention for everyone who works in or visits our premises. These standards are not easily acquired and require constant attention at every level throughout Royal Mail Group.


We therefore all have a duty to maintain a high level of fire safety standards wherever our work place, not only for our own protection but the safety and welfare of our colleagues and our business.


The Introduction to Fire Safety will give you a brief understanding of your role in promoting a strong fire safety culture, what you will need to do in the event of a fire situation and how fire safety is a part of your workplace.

1. What you need to know.


Whenever you start work at any new premises your employer must, by law, ensure that you have are given adequate fire safety training on appropriate fire precautions and what actions you will need to take to safeguard yourself and others. This is known as Fire Safety Induction Training and will help you identify the fire prevention and protection measures that have been installed in the building where you work and the types of hazards you may have to be aware of.


The following gives the main areas you must be made aware of;


· Any specific risks or hazards you likely be exposed to 


· What action to take on hearing the fire alarm.


· How to identify hazards and what you should do about them.


· The actions you should take in the event of a fire


· What you should if you discover a fire


· Your responsibilities for  fire safety as an employee


· Safe routes and exits out of the building


· Location of fire alarm and fire fighting equipment and generally how it operates.


Your manager will familiarise you with the building on the first day at your new workplace. The manager must also ensure that;

1. You know where the exits routes are out of the building and how to open the emergency doors.


2. You know where your assembly point is, this is the safe place outside the building where you will need to wait until you are told it is safe to return to work.


3. You can recognise the sound of the fire alarm and distinguish it from any other type of alarm.


4. You know how to give the fire alarm warning by the method used in the building.


5. You know the actions you need to take in the event of a fire. These should be clearly explained and your attention brought to the Fire Action Notices around the building.

6. You know who you should report fire hazards to.


7. You are aware of any hazards or hazard areas.

8. You know why fire doors must be kept closed and never obstructed. 
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2. Starting at your new workplace


· Get to know your building, where your escape routes and fire exits are located. Your line manager is responsible for ensuring you have been fully inducted into the building.


· Ask what the fire alarm sounds like, where the fire alarm call points are located and how they are actuated.


· Ask if there are any hazards in the building you need to be made aware of?


· Ask who is the Fire Precautions Officer?


Ask for a Personal Emergency Evacuation Plan to be completed if you are unable to evacuate the building unaided and need assistance.


3. Fire Procedures

Fire can and does have devastating effects; smoke and heat can quickly spread through a building cutting off your escape route if proper care is not given to the fire protection of your building. In any event you must always react quickly and calmly to any fire situation and leave by the nearest fire exit.


There are principally two ways by which you will be made aware of a fire in your building. First if you hear the fire alarm and second if you discover a fire. 

If you hear the fire alarm


You must!

· Leave by the nearest fire exit using the safest route 

· Close doors behind you but do not lock them


· Turn off any cooking equipment or machinery that may create a fire hazard if safe to do so

· Report to the Fire Warden


· Wait there until you are told by the Fire Warden or Incident Officer it is safe to return


You must not!

· Stop to collect personal belongings


· Use lifts


· Attempt to return to the building

· Leave the assembly point without informing your line manager


If you discover a fire

You must 


[image: image1]

· Warn others in the immediate area by shouting

· Activate the fire alarm using the break glass call point

· Call the fire brigade by dialling 9 - 999


· Leave by the nearest fire exit using the safest route 


· Go directly to your assembly point


· Report to the Fire Warden


· Wait there until you are told by the Fire Warden or Incident Officer it is safe to return


You must not


· Panic. Stay calm, move quickly but do not run


· Attempt to fight the fire


· Risk being trapped by putting the fire between yourself and your exit


· Attempt to collect belongings


· Use lifts

· Put your self in danger



Visiting other premises


When you are travelling or visiting other premises always ensure you read the fire action notices and understand the fire procedures for the building. Always know your nearest alternative fire exit, do not limit your self to the route you used to enter the building.


Always carry out a Fire Safety Self-Assessment (FiSSA)
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4. Keeping safe in the event of a fire


In the event of a fire alarm activating leave immediately by the nearest exit, do not stop to collect belongings and remember to close but do not lock all doors as you leave. You may need to shut down any machinery you may be using that could be unsafe to fire-fighters searching the building and always turn off any cooking appliances you may be using if it is safe to do.


Go directly to your designated assembly point. You must remain there until told it is safe to return to the building or given other instructions by the Incident Officer. 


If you discover a fire you must sound the fire alarm or warn others by any available means especially those in close vicinity.

Call the Fire Brigade by dialling 9-999. When the Fire Brigade emergency operator answers speak clearly and slowly giving the address of the building and any other details they may ask.  Immediately evacuate the building and go directly to your designated assembly point and inform the Incident Officer what actions you have taken and the location of the fire.


Never re-enter the building until you have been told it is safe by your manager.


Calling the fire brigade


· Dial 9 to obtain an outside line then 999 if using a Royal Mail Group landline.

· When the emergency operator answers ask for the Fire Brigade


· When you are through to the Fire Brigade emergency call centre give the following information.

1. The address of the premises 

2. What the problem is


3. If there is anybody trapped


4. Where the fire is in the building

· The Fire Brigade will automatically call the ambulance and police if necessary


Remember the fire brigade call centre may not be in your area and the operator will not be familiar with your building. Always give a clear and accurate 

If you become trapped

If you find yourself cut off or having to move through smoke to a fire exit remember some simple rules.

· Evacuating from a smoke filled room or corridor 
Keep low and keep moving. The will be fresher nearer the floor as hot smoke rises. It may mean getting down on your hands and knees.


· Finding yourself cut off.
Move to a room away from the fire and close any doors to stop smoke entering the room. Go to a window and attract someone’s attention. If you are near to or have a phone call the fire brigade and tell them where you are. 
Stay calm, keep low and near to the window and wait for help to arrive. 
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5. What is fire Safety


 1. Fire prevention



For a fire to start three elements are needed, Heat, Fuel and Oxygen. Fire prevention is about stopping fires from happening by keeping the elements of fire apart. This can be easily done by careful attention to our workplace and keeping a watch for potential dangers and hazards.

Here are some examples;


Smoking – Carelessly discarding cigarette ends cause many fires in the UK which can result in a loss of both life and property.


Only smoke in designated smoking areas and always stub out cigarette ends properly and dispose of them in the proper bins. 

Electrical – Always check appliance leads and extension leads for damage and ensure they have been electrically tested, look for the green and white sticker with the test date.
Never use multi-plug adaptors or link one extension lead to another, known as daisy chaining.

Always fully unwind extension leads. 


Flammable Liquids and Solvents – These give off flammable vapours which are often unseen to the naked eye. These vapours will be easily ignited by a small spark from machinery such as an electrical motor or heating element. Flammable solvents and liquids should only be used where a risk has been carried out and the hazards removed.


Always store them in closed Flammables Cabinet after use.

Portable heaters – Always keep a minimum of 1.5 metres clear area around portable heaters and never interfere with any heating equipment. Only trained engineers are authorised assemble or maintain heaters. 

Arson - Always challenge strangers or anybody not wearing an I.D. badge on your premises. If you are unsure of their reason for being on the premises inform a line manager.

Storage – Always keep storage areas clean and tidy. Untidy storage can hide fire hazards and block escape routes.

2. Fire Protection



All Royal Mail Group buildings have a high standard of fire protection to enable you to leave the building safely along protected routes. These are normally recognised by following the fire safety signs to the nearest exit. You should take time to recognise how your building is protected.

Here are some examples; 

Fire Doors – Are designed to stop smoke and heat travel along corridors and stairwells. They must be kept closed at all times. They will be fitted with a self closing device and often have smoke seals and are designed to stop fire for 30 or more minutes.  

Protected Routes – A protected route will stop fire for 30 or more minutes. These are your escape routes which are adequately protected from the rest of the building by fire-resisting construction. 


Stairs – A protected stair may serve one or more than one floors. Each floor will have fire doors onto each landing. 

6. Fire Safety Self Assessment (FiSSA)

Making a simple check of your work area can help to save your life and reduce the chance of a fire, it can also ensure you can quickly leave the building in the event of a fire. Wherever you work always make a simple assessment to ensure your work area is safe and you know the safest way out of the building. Ask yourself some simple questions such as where is your nearest fire exit and fire alarm call point, is your escape route is being kept clear?

Here are some other things to lookout for;

· Your nearest fire exit and is there an alternative exit?

· Do you know how to operate the fire exit door?

· Is your exit route clear and free from obstructions/trip/slip hazards?

· Do you know the sound of the fire alarm /can it be heard clearly.


· Do you know where your assembly point is?


· Where is the nearest fire alarm call point? 

· Do you know how to sound the fire alarm?


· Do you know how to call the fire brigade from your building?

· Do you work alone? Does someone know you are in the building and where you are working?


· Do you need to be assisted in an emergency; has assistance been arranged?

· Toasters and microwave ovens should only be used in a purpose built self catering kitchens.


· Electrical cables trailing under your work station


· Excessive storage of boxes and papers around your workstation


· Untested personal electrical equipment being used


· Cables and extension leads badly run or across foot space or access ways.


· Smoking outside of designated areas


· Waste stacked against buildings or near to openings


· Excessive storage or accumulated redundant items in the work area or on exit routes.


· Are flammable liquids, solvents or gases being used safely and stored away from heat sources?

· Portable heaters have a clear area around them away from combustible materials, liquids or gasses.


If you believe your safety is at risk speak to your line manager or your Fire Precautions Officer
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7. Who manages Fire Safety in your building?
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In some smaller buildings the Person in Control may also be the Fire Precautions Officer and your work colleagues may be appointed as Fire Wardens as shown above.
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In larger buildings the Person in Control may appoint a manager as the Fire Precautions Officer and other managers as Fire Wardens.


Fire Safety does not just happen it is a part of safety that has to be continually maintained. There are many hazards in the work place which have to be properly controlled to ensure safety, to be successful we must ensure they are properly managed and responsibilities are realised at every level of the business. 

The manager with Person in Control responsibility (PiC) will have responsibility for all safety on the premises including fire and be responsible for appointing a Fire Precautions Officer. If the PiC has not appointed a Fire Precautions Officer it will be their responsibility to carryout those duties. 

The Fire Precautions Officer (FPO). The PiC can undertake the duty themselves or may appoint someone to be the FPO. Whoever undertakes the duty should be competent by qualification, training or experience. The FPO does not need to be an expert in fire safety, become involved in fire fighting or maintain any fire equipment themselves. Their main task as FPO is to oversee that daily, weekly and yearly fire safety checks and tests are carried out, organise fire drills, training and check that records and documents are reviewed and up to date.  

The Fire Warden is normally someone who will be in the building most of the time. This can be any employee suitable to carryout this roll. Normally it will be a manager but can also be a colleague with suitable experience and training. It is important to remember during any evacuation they carry the authority of the Person in Control. Their main function is to ensure any emergency evacuation is carried out properly and work as a team. They may be responsible for ensuring the work area or floor is clear, searching for the cause of the alarm, redirecting traffic onto the premises or meeting the emergency services. During any emergency fire evacuation you must at always follow the Fire Wardens’ instructions.

You and your colleagues 


You have a duty to take all reasonable precautions to ensure you’re own and the safety of others. You have the duty to report any hazards that may be considered a serious or imminent danger and take remedial actions where safe to do so. You must not willingly interfere with, misuse or damage any fire safety equipment. You are expected to take time to read and understand the fire instructions for your building and know how to sound the alarm in the event of a fire. You are not expected to fight fires or take any part in any fire fighting activity.

 You must evacuate the building when the fire alarm sounds and follow the instructions of the Fire Warden


8. What do we do to manage Fire Safety? 
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Here are some of the ways we manage fire safety in the Royal Mail Group to ensure we can reduce the risk to anyone who may be in our buildings. You are a key part in that system and we must always work together to keep our workplace, colleagues and ourselves safe from fire. 

9. Fire Signs and Notices


The purpose of safety signs are to draw attention to a situations or objects which may present a hazard to health or safety, others are used to indicate a  safe situation or route, they are not meant to replace or substitute accident prevention measures. It is important that you understand what the different signs mean and the message they are designed to give. The colours of the signs are the first indication of what the sign is telling you, for example;


A Blue sign with white writing is a compulsory action which means it is something you must do.

A Yellow Sign with Black writing warns you of a hazard. 


These signs are to help keep you safe remember to take notice of the signs in your building and understand their meaning. Always 


Five different types of sign contribute to fire safety in buildings (see examples).


All safety signs now have to incorporate a defined symbol or ‘pictogram’.  They also have to be a specific shape and colour. The inclusion of text in signs is optional.


Safe Condition – Fire Exit Signs


Green and white signs with are to be used to indicate safe conditions such as direction to a fire exit, fire exit and 
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Mandatory signs – what you must do

Blue signs indicate something you must do and will have written instructions on them. A typical example can found on both sides of a fire door fitted with a self closure.
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Prohibition signs – Something you must not do

Prohibition signs inform you on something you must not do. They are easily recognisable being circular white sign with a red boarder and diagonal line going through the centre. A pictogram symbol in the centre will instruct on what action you are prohibited from doing. 


The below example shows smoking is prohibited.


They may often be accompanied by a smaller rectangular information sign below.
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Hazard Warning Signs – warns you of a danger

Hazard warning signs are displayed in yellow and black and indicate either a specific hazard such as electricity symbol to indicate danger of electrocution or the exclamation mark used as general warning, caution or risk of danger.
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Fire Action Notice


Fire action notices are general instructions to anyone in the building and should be placed in prominent positions throughout the building such as at exit points and on notice boards. Where the building is fitted with a fire alarm it is normal to site these by the fire alarm call points. The Fire Action Notice will give you instruction on what to if you discover a fire or hear the fire alarm. It is important that you know what to do.
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IF YOU DISCOVER A FIRE


•


Immediately operate the nearest alarm point


• Telephone the fire brigade by dialling   9 – 999


• Give the operator your telephone number and ask for FIRE.


• When the Fire Brigade answer speak clearly and slowly.


• Fire at


• DO NOT hang-up until the address has been repeated by the     


Fire Brigade.


• Report your actions to the PiC or Fire Warden as soon as 


possible


FIRE PRECAUTIONS OFFICER AND FIRE WARDENS


Fire Precautions Officer:


POSTLINE


STD


Fire Wardens See list for wardens in your section


ON HEARING THE ALARM


DO


• Leave the building immediately by 


the nearest exit


• Follow the Fire Wardens instructions


• Go to your assembly point


• Report to your line manager/fire 


warden


DO NOT


•


Stop to collect belongings


• Leave the assembly point until instructed


• Re-enter the building 





10. Fire Extinguishers

Your safety comes first


Do not attempt to fight a fire if you can safely evacuate the building unless it is to assist yourself or others to escape.

There are 6 main types of extinguishers throughout the premises. These are Water, Foam, Carbon Dioxide, Dry Powder, Wet Chemical and Fire Blankets


You should be aware of the different types and what they can be used on. There may be a situation that you may need to use one to help yourself evacuate the building or help others.


You should take time to familiarise yourself with the different types of fire extinguisher in your workplace and where they are located.


		Colour Code

		Class A Wood, Paper, Wood, Fabric etc

		Class B


Flammable liquids

		Class C


Flammable Gas.

		Class D


Metal Fires

		Class E


Electrical Fires

		Class F


Hot Fat Fires


only



		Water

		√

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X



		Fire Hose

		√

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X



		Foam

		√

		√

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X



		CO2

		√

		√

		Do not use           X

		Do not use           X

		√

		Do not use           X



		Powder

		√

		√

		Do not use           X

		Do not use           X

		√

		√



		Fire Blanket

		√

		√

		Do not use           X

		Do not use           X

		Do not use           X

		√



		Wet Chemical

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X

		Do not use           X

		√





Types of Extinguisher and their uses


In the normal work environment you will generally see only two types of fire extinguisher. These are Foam and Carbon Dioxide (CO2). Other types will usually be placed where there is a specific type of risk such as Wet Chemical in larger commercial kitchens and Dry Powder by fuel stations and in vehicle workshops. You should take time to familiarise yourself with the types of fire extinguishers in your workplace and understand on what types of fire can be used.  

All fire extinguishers have a red body. What type it is can be easily seen by the coloured bad near the top. This colour denotes what type of extinguishing medium is inside as shown by the above table. 


Instructions on how to use them and what they should be used on will be printed on the front and shown as pictograms.

Typical features are;


· Carrying handle and trigger mechanism


· Air Pressure gauge which if fully charged should be in the green area (except CO2)

· Locking safety pin. If this is missing or damaged this must be reported to your line manager.


· Discharge tube or nozzle 


· Pictogram instruction on how to use and what it can be used on.


 Here are typical examples of the type of extinguishers used in the Royal Mail Group.

Water
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Water extinguishers contain approximately 9 litres of water and weigh a total of about 10Kg.  The contents will discharge in about 50 seconds if you hold the trigger down continuously.


They work by cooling the fire below its ignition temperature until the fire goes out. 


 These are best used to extinguish solid materials such wood, paper and fabric. The water jet can reach an effective distance of about 5 metres 

They must not be used on or near electricity, burning oils, flammable liquids, hot fat fires, gas flames or metal fires. 

Foam


Foam extinguishers operate in the same way as the water extinguishers but due to the different nozzle design only give a short diffused jet from the nozzle reaching about 2 metres. 
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The foam is designed to be laid over the surface of a burning liquid and form a thin blanket covering any burning vapour.  

These are designed to extinguish small fires involving burning liquids such petrol, diesel and alcohols. They can also be used on materials such as wood, paper and fabric. Like water extinguishers these will discharge in about 40 seconds (9 litre).

Foam extinguishers are water based and like the water extinguisher must never be used near electricity, on hot fat fires, gas flame fires or metal fires.


Carbon Dioxide (also know as CO2)
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CO2 is a gas stored under pressure and when released expands about 500 times. It extinguishes the fire by excluding oxygen. It is very effective when used on electrical fires. As it is a gas it has no cooling effect and when the gas dissipates there is a danger that the fire could re-ignite. Because of this they are not always recommended for outside use. Care must always be taken when using in an enclosed space as the CO2 expels oxygen and cause problems breathing  

You must always take care not to hold the discharge horn as this can become extremely cold when the extinguisher is used and could cause skin burns. 

Typical discharge time about 10 sec (2.5Kg) 20 sec (5Kg)

Dry Powder


The Dry Powder extinguisher is the most versatile of all the extinguishers. It can be used on many of the fires that you could encounter in the normal workplace. Care must taken when using these as the dust cloud can obscure vision and may cause breathing difficulties.


The chemical in the Dry Powder extinguishes the fire by interfering with the flame and excluding oxygen. This type of extinguisher has no cooling effect and so you must ensure the fire is completely extinguished or re-ignition may occur. 

Typical discharge time 18 sec (9KG)

Wet Chemical


This type of extinguisher is normally only found in commercial kitchens where hot fats are used for cooking. The high temperature from the fat reacts with the spray from the extinguisher to form a thick soapy layer sealing the surface and excluding oxygen. 


The heat source should always be turned off and the deep fat fryer left to cool for at least an hour to allow the fat to cool.


Normal foam breaks down due to the high heat and should not be used. 


Typical discharge time 50 Sec (6 litre)



Fire Blankets

Fire blankets are usually located in self catering kitchens to smother a small fire such as a toaster or small pan fire. 

Care must be taken and the instructions on how to hold and use them must be adhered to. They may also be found in workshops especially where flammable liquids and oils are used. 

Take time to learn what type of extinguishers are in your building and where they are located. Understand how they operate and what they can be used on. You never know one day they save your life.

Remember Fire Wardens and Managers are trained to use fire extinguishers leave any fire fighting to them.


Review

11. Self preservation – Fire Safety Self Assessment

·  Ensure you know what to do if you hear the fire alarm and where your nearest safe is route out of the building.


·  Know what to do if you discover a fire, how to sound the alarm and where the alarm points are located.


·  If you need help to evacuate are there sufficient assistants available?

·  Always ensure your safe route is kept clear and free from obstructions.

·  Keep a check of your work area for fire hazards.

12. Safe Practice


· Always report defective fire equipment such fire doors not closing fully into the door frame, missing or incomplete fire action notices.


· Never use any portable electrical equipment that has not been tested or the test is out of date. Report it to your line manager.


· Never interfere, misuse or deface any fire safety equipment, signs or notices.

· Always ensure any equipment is turned off and left in a safe condition after use.


· Never use flammable liquids or solvents near heat sources and always ensure the area is well ventilated.


· Only smoke in the designated smoking area. Always ensure you extinguish your cigarette end properly before leaving the area.


· Do not use butt bins for disposing of rubbish. Do not use rubbish bins for disposing of cigarette ends.   


Now complete the questionnaire over the page and file under Training Records in Volume 3 of the Site Log Book.  


14. Starting at your new workplace


Your line manager is responsible for ensuring that you have been fully inducted into the building and you are able to identify your escape routes, the sound of the fire alarm, where your assembly point is located, what you should if you discover a fire or hear the fire alarm. You must also be made aware of any fire hazards and any measures you need to undertake to control them.

		

		Yes

		N/A



		Do you know where your escape routes and where your fire exits and fire assembly points are located? 




		

		



		Do you know the sound of your fire alarm? Can you easily distinguished this form other alarm sounds? 




		

		



		Do know where the fire alarm call points are located and how to operate them in an emergency?




		

		



		Ask if there are any hazards in the building you need to be made aware of?




		

		



		Do you know who the Fire Precautions Officer is?




		

		



		Has a Personal Emergency Evacuation Plan been completed if you are unable to evacuate the building unaided and need assistance?



		

		



		If you cannot answer yes to all the above questions speak to your line manager immediately.

Remember you have a responsibility towards fire safety in your workplace in any doubt ask your line manager. 







Signed:


Name:







Date:


Signed:


Name of Manager:





Date:

Address of Premises


To be photocopied, copy retained with local training records


IN THE EVENT OF FIRE



 GET OUT AND STAY OUT







IF YOU DISCOVER A FIRE SOUND THE ALARM



CALL THE FIRE BRIGADE







WHEN YOU HEAR THE FIRE ALARM LEAVE BY THE NEAREST FIRE EXIT�DO NOT STOP TO COLLECT BELONGINGS











Remember 



Fire Safety Self Assessment



Don’t think it is safe know it is safe!



















PiC / FPO











Manager / Fire Warden











Colleague / Fire Warden











You















PiC







Manager/ FPO







Manager / Fire Warden







Manager/ Fire Warden











You











Colleague











Colleague















Colleague















Colleague















Colleague















You







Building� fire Protection







Assisting those with Disabilities











Fire Safety Regulation







Controlling or Removing Fire Risks







Fire Safety Signs and Warning Notices







Fire Induction Training











Testing Fire Equipment







Reviewing Fire Risk Assessments







Fire Evacuation Procedures











Fire Drills











Fire Managers











Fire Safety Management
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Property and Facilities Management


FIRE SAFETY


GOOD PRACTICE GUIDE


PURPOSE OF DOCUMENT

The purpose of this document is to provide further guidance and advice and help identify fire hazards in the work place. It is not designed to be a definitive guide to managing fire safety but as support material to all employees and any person undertaking a fire safety responsibility or duty. 
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1. INTRODUCTION

Safety has the highest priority in our organisation and must be integrated into the normal work routine to be successful. By introducing a system of fire safety management we are raising the awareness of the hazards and risks involved to our people and premises and as a result we are seeing a gradual increase in good fire safety practice There are still however, a number of areas which continue to cause concern and are consistent in the way they are repeated across the RMG. 


This guide has been prepared to assist you to properly manage your premises with regard to current fire safety legislation. The Manager with Person in Control responsibilities has the duty to ensure the premises are managed and maintained in a safe condition for persons in or around the building. Whether you are the PiC, the appointed Fire Precautions Officer, a general manager or an employee you have a duty under Royal Mail Group policy and Fire Safety Legislation to assist and maintain your work place to the highest possible fire safety standards.

Where the fire service discover fire safety breaches whether during a routine visit or following a fire it is normal for enforcement action to be taken. Should however it be discovered that any breach is due to wilful neglect or disregard by any individual it is now becoming common for action also to be taken against that person.

Fire Risk Assessments have been the main controlling method for identifying hazards and recording our safety processes since 2006. To ensure we correctly control our risk and fulfil our statutory duty we have a requirement to monitor how effective we are managing our fire safety responsibility and take action where standards are proved to below an acceptable level.


The information below has been produced from the reports received from our external fire safety Consultants and summarises where it has been identified that particular problems of a similar nature exist across the RMG estate. It will assist the manager with Person in Control responsibilities to identify where and if any of these apply to their premises and help to determine what action to take to reduce, control or eliminate them.


Over the past year (2010) our Fire Consultants visited over 260 RMG properties. The list below shows the top 15 persistent management failings noted during these visits and should therefore be targeted by your team. 


· Poor record keeping in Site Log Book


· Missing test records 


· Weekly fire alarm testing not done


· Monthly emergency lighting checks not done


· Exit doors not checked regularly


· Blocked exit doors


· Blocked exit routes internally


· Blocked exit routes externally


· Poor housekeeping including combustible storage on escape routes and in boiler rooms and electric cupboards


· Fire doors wedged open


· Fire doors not closing fully onto door stops


· Evacuation drills not carried out


· Refresher training not carried out for general staff


· Refresher training not carried out for FPO, Wardens, etc.


· Apparent lack of interest or little/no spare time of PiC
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Visit from your local fire station - Pre arranged or at a moments notice?

2. HOUSEKEEPING STANDARDS

In many premises housekeeping standards fall below an acceptable level. Often the main work areas such as sorting halls, Post Office retail shop fronts etc are maintained to provide safe working areas and are cleared and cleaned regularly leaving no real cause for concern. It is the peripheral areas such as store rooms, plant rooms, admin offices, spaces under the stairs and so on which become long term ad hoc storage areas or dumping grounds creating the greatest fire hazard. The following will highlight all those areas identified as consistent offenders.


Stairwells  
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Stairwells are part of the protected route out of the building and must be kept ‘sterile’ and free from anything combustible or which may cause a trip hazard. They should not be used as storage areas even on a temporary basis. 

Our fire engineers recorded that combustible items are being regularly stored under stairs and near unsecured exit doors.


Administration Offices
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Many administration offices are doubling as ad hoc storage areas normally for old files, redundant office equipment and excessive amounts of outdated stationary. The use of electrical office equipment greatly increases to potential for a fire especially where cables, chargers extension leads etc. are buried under paperwork or other combustible materials. This additional unnecessary storage hides potential fire hazards and ignition sources, increases fuel loading and reduces the potential time to spot a fire in the very early stages. 

Being too busy does not excuse poor safety standards


Store Rooms and Restricted Access Room


Excess and untidy storage add to the problems by providing additional fuel to a fire, hiding potential ignition sources and creating trip hazards. All storage should be kept neatly stacked and where possible on shelving or racking. Flammable materials must be kept segregated and locked in a Flammables cupboard. 


Storerooms 

Regardless of size, storerooms should always be kept tidy and have good access and egress to allow employees to quickly evacuate the area without the danger of trip hazards should the alarm sound or if a fire is discovered. Poor attention to storage creates fire hazards 
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Restricted Access Rooms

Gas or Electrical intake rooms and cupboards, boiler rooms, plant rooms server rooms etc. should not be used for any storage purpose and must be kept locked shut at all times. Access should only be allowed to those persons carrying out essential / routine maintenance or safety checks. Only too often these become unofficial cleaners’ room or materials stores increasing the potential fire loading and risk, whilst creating a hazard to any person requiring access to service plant or equipment. 

Notice boards 


Avoid where possible placing notice boards on protected fire escape routes. Always maintain your notice boards and keep them trimmed to those that are absolutely necessary and no more than single sheets of paper pinned firmly to the board. Any out of date notices should be regularly removed

Housekeeping standards are particularly relevant to the fire risk assessment. The tidiness, order and general conditions within the building should be considered. Reference should be made to the recommendations contained in the Fire Precautions Guide, particularly in relation to arrangement of stacking, security of storage areas, and good practice in service installations.


Good housekeeping practice extends to all areas of the premises including outside.

Accumulated office files and paperwork or redundant office equipment not only create additional fire loading but also can obstruct exit routes, create fire and trip hazards as well as obstructing and concealing dangers and fire safety equipment. Separation of materials from ignition sources is fundamental in the prevention of fire. It should be confirmed that there is no untoward presence of combustible materials in close proximity to ignition sources such as electrical or heating plant. Boiler rooms and plant rooms are not storage rooms and fire inspectors will pick this up.
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Storage next to plant                         Fire alarm call point obscured


Ensure fire alarm call points and fire-fighting equipment is not obstructed. Over ordering stock items with insufficient storage space will increase fire loading and create a higher potential threat. Where significant amounts of combustible storage are required, a suitable control measure might be the provision of dedicated fire resisting storage rooms.



3. FIRE DOORS


Limiting the spread of fire throughout the building is an important element of fire safety and has three main functions.


Prevent the rapid spread of fire and smoke which could lead to trapping the occupants, 


Reduce the chance of large fires occurring and preserving the building, 

Enable fire fighters to enter the building and tackle the incident in relative safety. 

Fire Doors must not be wedged open

Fire doors situated on busy walk routes often become damaged where equipment (Yorks, ALTs etc) are frequently moved from one area to another. In such circumstances it may be possible to fit proprietary hold open devices which will allow the door to close on actuation of the fire alarm. This should only be considered where it is operationally essential. In all other cases, keeping fire doors shut is a legal requirement and the Person in Control must manage and brief staff accordingly. Where hold open devices are considered necessary, advice must be obtained from your Regional Property and Environmental Manager in the first instance.
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Fire doors should be checked regularly for damage and to ensure the self-closing devices are operating correctly. The doors must shut against the doorstops. Check the intumescent and smoke seals around the door, where they are fitted, to ensure they are not damaged, missing or have excessive gaps (over 4 mm) where smoke can easily penetrate. 

If damage is found and/or doors are not shutting correctly, do something to fix the problem. Remember fire doors must close gently and fully into the frame if they do not they will need repair or adjustment.  (Call the Property & Facilities Helpdesk on 0844 800 9191 to report faults with any fire safety equipment). Remember it is your responsibility! 


Final Exit Doors


It is important to ensure that fire exits are fitted with appropriate escape locks, open easily and that there are no obstructions outside the exits that would impede the efficient escape of people in the event of fire. This is particularly important in the case of exits that are not in normal use, as, over a period of time, the door may become difficult to open, obstructions, such as parked cars, may occur outside the exit, etc. In addition, devices such as panic bars and other security fastenings should be checked to ensure that they operate correctly and easily. Open them regularly, at least monthly, to ensure they work properly.

4. EXIT ROUTES


To escape a building in an emergency, people must be able to reach the exit doors without negotiating hazards or obstructions. Items such as, Yorks or other equipment stored on designated emergency exit routes could prevent safe and speedy egress or even cause an accident. It could be early morning with a power failure, which even with emergency lighting it will be darker and hazards may not be seen. 


Exit routes do not stop at the exit door.
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If you have upper floors there may be external routes across flat roofs and external fire escape stairs. These routes can become slippery in wet weather. Ensure they are fit for purpose and are adequately guarded to prevent falls. Check their condition regularly.

Managers must ensure that all fire escape routes are kept clear at all times.

Encourage personnel to keep routes clear by stressing the importance. This is particularly a problem during the sorting and loading period. Check all routes on a regular basis, perhaps when carrying out security checks.


Internal Protected Fire Exit Routes


The enclosed corridors and landings commonly used to reach a staircase or fire exit must be kept free from obstructions and combustible material. Do not allow fire doors to be wedged open or items to be stored or left unattended. Always check to ensure emergency lighting has been tested and is working correctly, floors and or coverings are in good condition, handrails are firmly fixed, safe to use and will not cause a hazard. 

Check Exit signage is in place on or over the doors 

Check Instructional signage is provided, i.e. ‘push bar to open’.


External Routes 


People must be able to get clear of the building to the designated assembly point. Often external fire exit routes pass close to the perimeter fence and the building or may even pass over flat roofs. 


· Exit routes outside the building like those inside must be kept clear.

· Keep strict control of storage, accumulating rubbish to prevent trips hazards, fire or potential fire spread hazards, which may block the escape route.

· Regular inspections of external escape routes will identify any issues and allow appropriate action to
 be taken

· Check to ensure they have not become overgrown with vegetation and bushes or ad hoc parking areas for motorcycles, pallet trucks and redundant office equipment.

· Seasonal changes must be considered where ice, snow, fallen and rotting leaves will create a slip hazards.

5. FIRE ACTION & PROCEDURES


Emergency & Evacuation Procedures


The Person in Control has a direct responsibility to provide written details on what actions will be taken and by whom in the event of an emergency. Details should cover:


· Any actions staff should take and those with nominated duties such as fire wardens, receptionists, gatekeepers and any other person with special responsibilities, 


· Procedures for calling the fire brigade, identifying the reason for the alarm, roll call at assembly points etc. as recorded in the Premises Fire Evacuation Plan.

· Appropriate emergency and evacuation plans must be in place including those for disabled persons where necessary.


Do not forget members of the public who may be in the public collection area or may be visiting the premises for some reason. Visitors should normally be accompanied and should be told what will happen in the event of an emergency at the start of their visit.


Fire Action Notices


Standardised Fire Action Notices must be displayed throughout the building at call points and exits (where required). The fire action notice should include  actions to be taken on hearing the alarm, on discovering a fire, who should call the Fire Brigade, location of assembly points and the number required to call the brigade i.e. 9 999. 

In large or complex buildings a walk route diagram may be necessary to show safe routes out of the building. 

Remember to use large clear print for priority actions.


Fire Precautions Officer

You are not expected to be a fire safety expert but have a good appreciation of the dangers of fire and understand the importance of the safety features within your building, why they must be maintained and the reasons for effective planning should an emergency arise. You should know your limitations and when to ask for advice or help in carrying out this duty.
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The position of the Fire Precautions Officer should be seen as the overall coordinator. You should not be expected to manage the fire safety for your building by yourself. All managers have a responsibility towards fire safety and must share that responsibility across all management levels. 

Fire Precautions Officer training is available to all staff via the intranet and should be undertaken prior to or soon after taking on any fire safety responsibility or duty. Further guidance on the duties and responsibilities can be found in the Fire Precautions Guide available to download from the Royal Mail Group Fire Safety Intranet pages.


Every manager is responsible for fire safety

Personal Emergency Evacuation Plan (PEEP)


Personnel must be aware of what action they will take in the event of a fire. It is most important that anyone with a disability has a Personal Emergency Evacuation Plan (PEEP). Discuss this with the individual to be sure you have covered all requirements. This will sometimes require the assistance of others to ensure safe evacuation, depending on the disability e.g. a simple ‘buddy’ system could be put in place for someone with hearing difficulties to ensure they are aware a fire alarm is sounding.

Complex, multi-user or special sites (e.g. Hubs, Administration buildings and Multi-storey premises)

Pre-planning

In large or complex facilities, there is a need for pre-planning emergency procedures with the fire brigade and for arrangements with local fire crews to familiarise themselves with the premises. 
It is essential that proper records are kept in order to: 

· Ensure all actions are clearly defined, agreed and understood by both on site managers and the emergency services.


· Demonstrate if required, that all legislative obligations have been satisfied. 


· Demonstrate that there have been no breaches of good practice that could result in litigation in the event of injury to an occupant of the building in the event of fire.

It takes a well trained team to carryout an emergency evacuation

Joint Tenancy


It is a legal requirement that, in premises with more than one occupier (including inter Businesses), each tenant and employer co-operate with all other employers to ensure that fire precautions and fire procedures are adequate. 


Where joint tenancy exists with either an internal business partner or external tenant, you have a legal duty to consult and agree fire safety arrangements, risk assessments and action plans with other occupiers, ensure common exits route are maintained, and to inform or be informed of any risk to others or yourselves. 


Fire Wardens


A sufficient number of fire wardens must be appointed to assist in evacuating floors or areas. They must be properly informed of their duties and all employees should be made to understand the authority under which they act. They should be easily identifiable and sufficient in number to allow for sickness, leave or other absences.

Fire Evacuation Drill

All employees are required to participate in a full emergency fire evacuation drill once every 12 months. In premises where shift working is carried out, each shift should take part to ensure all employees have participated under their normal working conditions.


Make sure personnel use the nearest available exit and not just their usual route in and out of the building. Try blocking an exit, as could happen in a fire, to make them use alternative routes. Make sure they are at the assembly point in a reasonable time (benchmark is 2.5 minutes) and that disabled persons are assisted where required. Check that all persons are accounted for, including any visitors.


Record this drill in the site logbook (Vol. 3) with comments and observations on training requirements, including any problems highlighted during the evacuation drill. A debrief should always be carried out to ensure any problems encountered are rectified and do not happen next time. Give praise where it is due.


Every employee must know how to evacuate a building safely


6. STAFF TRAINING

Initial Instructions on Induction

All employees must be given fire safety induction training when first employed or when starting at a new premise.  New employees are required to view the fire training video “Introduction to Fire Safety” and complete the questionnaire on the last page of the Induction Handout Note. They must receive a full fire safety briefing to ensure they understand the emergency procedures of the premises and what actions they will be required to carry out in the event of a fire. Details should include the names of personnel with fire safety responsibilities, any hazards or risks within the premises and where they can obtain further information if required.  Fire safety induction training should be carried out on the first day of employment and the details recorded in Volume 3 of the SLB.


Refresher Training

All employees must receive refresher training every year. This can be carried out at team briefings or after a fire drill. Refresher training is not only a legal requirement but will also ensure all staff will understand their responsibilities towards fire safety and fire prevention in your premises. You have a legal obligation to ensure employees are aware of the hazards particular to your building and any measures that have been put into place to reduce the risk. Record this in Vol. 3 of the Site Log Book.


Fire Wardens and those with special duties


Employees with specific fire safety duties must be trained in the duties they are required to carry out. Fire Wardens should be given instruction as to what they are required to perform to enable them to understand the limits of their responsibilities. Any person acting as an assistant to someone with a disability, will need to be given specific instruction in what they will be required to do depending on the nature and severity of the disability, for example, where they may be required to escort, assist or warn a person. Where special equipment is to be employed e.g. an evacuation chair, they will require training by an accredited company and refresher training every three years. In some cases the person with the disability can be the best person to provide input to the training such as warning of trip hazards, stairs, openings and traffic movements etc.


Fire Precautions Officer


Fire Precautions Officer training is available to all staff via the intranet (Managing Fire Safety) and should be undertaken prior to or soon after taking on the responsibilities of the FPO.


The names of nominated employees, the type of training and their duties must be recorded in Site Log Book, Volume 3 and included in the emergency action plan.

All fire training must be recorded in Volume 3 of the Site Log Book
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TESTING


Fire Alarm


Daily


The main fire alarm panel must be checked every 24 hours. It is as simple as checking that there are no fault lights displaying. Report any faults at once and test the alarm to see if it is still working. 

Weekly


The fire alarm must be tested once a week by inserting the special key into a call point. (It is not acceptable to test the alarm using the panel test facility). A different call point should be used each week to ensure they are all tested over a period of time. In large buildings to ensure all the call points are tested within a reasonable period, it will be necessary to test more than one call point each week. It is good practice to number the call points for record keeping purposes and to identify and confirm the particular call points tested each week. 


During the test you must ensure that all sounders are working and can be clearly heard and any devices connected to the alarm, such as door hold open devices, are working correctly. Record the test in the Site Log Book, Volume 3 together with the call point number and any comments you may have. The fire alarm test engineer should check any automatic detection fitted in the building during their maintenance visits.


Fire alarms must be tested weekly

Emergency Escape Lighting Testing
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Emergency Escape lighting must be tested monthly. The PiC will be responsible to ensure Monthly Tests are carried out where key test switches are fitted. In the absence of key test switches, testing will be carried out by an engineer. 
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Test switches are easily identified. To test insert the key and briefly turn the test switch on. This simulates a power failure and tests the light or section of lights and ensures the emergency power supply is working Do not forget any outside lights, which illuminate external exits and escape routes. Record these tests in the Site Log Book, Volume 3 and report any faults.


Test emergency escape lighting monthly

8. FIRE EXTINGUISHERS


Fire extinguishers are provided appropriate to the risk and should only be used by personnel who are trained to do so and then only for self preservation or to assist others to evacuate the building


The standard adopted across the RMG, for general use is to use only two types of fire extinguisher, Foam, and Carbon Dioxide (CO2). A fire blanket is provided where there are cooking facilities. Some water extinguishers are still in use but will be replaced when no longer serviceable.
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Dry powder extinguishers can be found where it is appropriate to the risk i.e. in vehicle workshops etc.  


A maintenance company will test the extinguishers annually and will mark the date on the extinguisher when it is done. A record should also be made in the Site Log Book, Volume 3. 


Always ensure extinguisher mounting brackets are secure and stands are in good condition where used. Do not allow extinguishers to be blocked by anything and do not allow them to be used for such things as propping doors open! 

9. ELECTRICAL APPLIANCES


Testing
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The only electrical appliances that should be used in an establishment are those provided by Royal Mail. Appliances must be checked annually by an electrical engineer for a portable appliance test (PAT), and a test label placed on each appliance, to ensure their continued safety in use. Any personal electrical items allowed, such as radios, should be tested prior to use and then thereafter as above. 

Safety

Ensure electrical leads to any appliances do not present a trip hazard, particularly in an escape route, and do not allow ‘daisy chains’ of extension leads to be used to extend the reach of an appliance.
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All electrical equipment not required to run 24 hours must be switched off when not in use.


If any electrical appliance shows signs a problem, turn off the electrical supply, report the problem and, if possible, put the appliance in a safe place to be checked by an engineer. 
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PORTABLE HEATERS


Portable heaters should only be used when absolutely necessary. Carry out a risk assessment of the area(s) to be used. They must not be placed in a position that would hinder or prevent escape in case of fire, near to any combustible material or in a position where someone could accidentally burn themselves. Place guards around the heaters if necessary. Electric heaters must be PAT tested and trailing leads avoided as above. 

Ensure portable heaters are removed and placed in safe storage when they are no longer required.

11.  COOKING

Self Catering appliances

Microwaves


Most premises now only have microwaves for cooking. However, incorrect use of these appliances can lead to their malfunction and possible fire. Ensure the microwave is at a safe distance from the plug so that it can be easily isolated in the event of a problem.


Cookers


In establishments with a conventional cooker ensure the appliance is kept clean and free from grease. A fire blanket should be available near to the cooker but not so near that it cannot be reached in a flare up situation.


Toasters


Toasters are the cause of many false alarms. Burning toast has resulted in many activations of the fire alarm particularly if a smoke detector is in close proximity Ensure they and oven grills are kept clear of breadcrumbs, which will eventually burn and give false alarms.


Remember to remind all employees never to leave any cooking appliances unattended when being used. 


External Caterers


It should be confirmed that the Catering Manager has carried out a suitable risk assessment, with any substantial findings incorporated in the Site Emergency Fire Action Plan. Confirm catering staff has have been trained in fire safety procedures and fire safety awareness.


The catering company must provide you with a copy of their kitchen fire risk assessment, which should be filed in the Site Log Book, Volume 3.


12. FUEL INSTALLATIONS


Fuel installation will generally have been installed in suitable locations under local planning and licensing requirements and in compliance with appropriate regulations. All fuel pumps and tanks are installed to a high standard of safety and present very few problems when used and maintained correctly.  Problems can occur when other hazards are introduced in close proximity or where lack of maintenance and bad house keeping habits take place.


Petrol


Few sites now have bulk storage of petrol but where containers are kept for small machinery etc. ensure proper segregation and secure facilities are provided. Suitable warning signs should be in place and clearly legible. Ensure there is adequate ventilation to reduce the build up of volatile fumes. Are there any surrounding risks in close proximity including neighbouring property?

Diesel


Although diesel fuel is not easily ignited it will provide additional fuel when allowed to soak into other flammable material.  Above Ground tanks require bunding to ensure any leaks are captured and prevented from entering drains and waterways. These bunds need to be maintained to ensure they are free from water, refuse and debris such as fallen leaves reducing any potential for accidental ignition. 


Hazards


Also consider if any new hazards have been introduced near to your storage and refuelling facilities.


Fuel installations must be kept clean and tidy. Any fuel or oil spillages must be dealt with at once and drain interceptors must be inspected regularly to ensure they are not blocked. Damaged/split hose lines must be replaced at once.
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 Typical fuel installation showing the fire extinguisher not in weather proof housing


Fire extinguisher(s) must be available and if outside must be in a weatherproof housing and should be seen clearly and easily identifiable. 

13. SMOKING


Smoking is not allowed inside any place of work by law. It is therefore reasonable to have a designated smoking area outside. Consider the location of the smoking area in relation to surrounding risk, building openings and storage areas. The designated smoking area must be at least 4 metres from the building.

Flowerbeds with top dressings and grassed areas are liable to ignition by a discarded cigarette end especially during dry periods. Materials, waste or other potential hazards stored near smoking areas may conceal a smouldering fire for many hours before being noticed.


Where designated smoking areas have been provided outside it should be ensured that there are suitable and safe means for disposal of smokers' materials. 


It is good practice to provide cigarette bins at the entrance to the building, not only for use by employees but also for the use by visitors etc. prior to entering the building.


Many fires are caused by discarded cigarette ends. Only permit smoking in designated areas.


14. CONTRACTORS


Under the current fire legislation all persons lawfully on the premises become the responsibility of the Person in Control of the Premises (PiC), this includes contractors. Any contractor entering the premises must be included within any emergency procedures and any temporary hazards created by the contractor must be controlled.  
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Controlling contractors and visitors is a required action of fire safety management


The following points are just some of the questions you should consider 


· The Site Log Book (SLB) - accessible and up to date?

· Procedures in place to ensure contractors sign the attendance sheet in the SLB, and report to the PiC or deputy PiC on arrival?

· Does the contractor have a Safe System of Work and Method Statement for the work to be done?


· Are contractors monitored for safe working practice?


· Are temporary fire safety measures put into place? 

15. SIGNING IN



Contractors must be aware of their requirement to sign in and out of the premises and acknowledge they have read and understood the fire procedures for the building. Generally most premises operate a manned reception or locked front door system, which requires contractors to request permission before gaining entry. All employees, where necessary, must be made aware and ensure signing in procedures are adhered to.


Work must not be allowed to commence without first gaining permission from the PiC or responsible deputy.


16. SAFETY CONSIDERATIONS


The contractor must state what work they will be carrying out and any hazards it may be likely to create to enable temporary measures to be put into place. Where necessary, they must also submit a Safe Work Method Statement and Risk Assessment.


Fire Wardens will need to be made aware of the location of the contractor(s) particularly if working in plant rooms isolated or normally locked areas.


You should establish if they have received fire safety training especially if they intend to carryout hot works and they take suitable precautions to prevent a fire occurring. 


17. PERMIT TO WORK


Where any hot work is to be carried out the contractor is responsible for providing both a Safe Work Method Statement and a Risk Assessment. They must operate under, and be able to explain to you how the work will be carried out, the level of supervision and what safety precautions will be taken by their workmen. Remember, it is the contractor, not you, who provides the Permit to carry out Hot Work.


Further guidance can be found in Volume 1 of the Site Log Book. 

Contractors provide their own Method Statement, Safe System of Work and Permit to Work 


18.  ARSON


Frequently, combustible waste and rubbish provides fuel for ignition by the arsonist. Large, unnecessary accumulations of combustible materials should be identified, not only in the fire risk assessment but also on a day-to-day basis. Overflowing waste bins or rubbish sacks stored against doorways, under windows or against buildings is often an easy target, which can be avoided.

19. STORAGE
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Most incidents of arson are often carried out by adolescent youths being mischievous, especially where security is lacking or poor. Many incidents can be prevented by ensuring perimeter and building security is maintained and combustibles kept out of easy reach.Combustible goods, timber pallets, rubbish skips, etc should not be stored close to the buildings; there should, if possible, be a sterile area for several metres radius around the entire perimeter of the building.  Where possible avoid storing any materials or waste near perimeter fencing or buildings. 

Secure storage areas including locked waste bins and compounds will greatly reduce the possibility of arson.


20. SECURITY


Obviously security becomes an issue when talking of arson and it is therefore necessary to consider the overall security measures of the premises. Highlight any weakness that may cause a potential risk of arson which could be associated with the control of visitors and members of the public i.e.
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Is the boundary fencing sufficiently secure to prevent intruders entering the premises out of hours?


· Are there any blind areas, which may be accessed undetected?


· Are entry control systems to non-public accessed areas working and functional? 

Where installed or carried out 


· Does the CCTV cover the whole of the premises and is it fully operational?


· Does the intruder alarm and dial up system work?


· Do the security patrols keep you informed of any local problems?


· Do internal door entry systems restrict movement of staff and visitors to defined areas and are they working and fully functional?


21. FIRE RISK ASSESSMENT


[image: image25.png]



It is a legal requirement for all premises to have a fire risk assessment (FRA). This is the practice used to identify and record any fire hazards on the premises and show the process, and systems of management already in place to control and reduce the risk and what further measures need to be undertaken to achieve the safest practical standard. 

This assessment must be regularly reviewed, e.g. 12 monthly intervals, or sooner if the property is altered or if a new process and/or machinery is introduced to the building  or if any other change in condition takes place that will impact upon fire related requirements – for example a disabled person is employed to work in the premises


Usually an initial risk assessment will have been done and it will be necessary for you to review it. Take a common sense approach. Make sure any significant findings within the last assessment have been dealt with. Before you begin, carryout a fire safety administration check, this will give a good indication of how well your fire safety has been managed to date. Carry out a physical review of the premises, any significant findings recorded must be dealt with at once.  Items that cannot be done immediately, for example repairs to a fire door, must be reported to the Property & Facilities Helpdesk. Keep staff aware of any findings that are awaiting attention.

Your FRA and FRA Review must be kept in the Site Log Book, Volume 3.


22.   LOGBOOK (Site Log Book, Volume 3)


Remember to keep the site log book up to date. All fire related tests, training, and drills, etc. must be recorded.  There are pro forma sheets for this purpose.

Poor record keeping is one of the most consist recorded failures

Keep all test and inspection sheets completed by outside contractors. If contractors e.g. Romec, only keep electronic records they should still record the fact that they have carried out a test or inspection in the Site Log Book. To access electronically filed records of tests or inspection follow the procedure on page 2 of Volume 2 of the Site Log Book.

Fire inspecting officers will want evidence of compliance.


It is important you keep the site log book up to date.


For Further information and advice contact

Chris Wray - National Fire Risk Manager


Mobex 5363 2570 Mobile 07860250376
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		Time to start your fire safety tasks

		Day 1 Look through your
         Fire Evacuation Plans, Records and Doc’s
         Clear outstanding actions?

		Day 2 WTLL to Update your people 
         and brief your fire team
Day 3 Fire Safety Tour of your premises 

		Day 4 Test emergency procedures 
Day 5 Start your FRA Review 
         Start FRA Review e learning training on
         Success Factors



Fire Safety Week – Is here











Fire Safety Week 
Be prepared

Remember:  





All your guidance and templates can be found on the Group SHE Knowledge Data Base under 7.1 Fire Safety Management

If you have already completed any task, use the opportunity to raise awareness in your building.

Work with your CMA and CWU Safety Representatives as they will be able to provide valuable input and assistance.

Contact your SHE Adviser if you need further advice or information.

Following guidance and templates are available on the Group SHE Business Process Library.

BP L- Group Safety - Main - Fire

Fire Risk Assessment Review

WTL Fire Prevention FSW

Premises Fire Evacuation Plan Levels 1, 2 and 3
Level 1 PFEP .docx
Level 2 PFEP.doc
Level 3 PFEP.doc

PFEP Guidance Note

Fire Wardens Duties and Responsibilities

Fire Safety Good Practice Guide

Fire Precautions Guide

Fire Safety Check list



Getting ready?

 

Taking time to look at your fire safety now will help you prepare for the tasks to be carried out during fire safety week.


What will you be required to do?


Day 1 Are your fire safety records up to date,  Clear any outstanding actions on the FRA.  Ask your CWU and CMA safety reps to assist you.

Day 2 A brief has been prepared for you to give during this weeks WTLL. Use the brief as your guide, you may also use this time to bring attention to any local bad practice or identified problems and include these in your brief. 

Day 3 During your Fire Safety tour identify any new or outstanding fire safety problems and take action to resolve or chase up on what progress has been made. The Fire Safety Check list and Good Practice Guide may assist you. Always keep note of what you have done to update the FRA Review.

Day 4 Test your emergency evacuation. Always follow-up and debrief your evacuation team

Day 5 This day introduces the new e-learning training module Fire Risk Assessment Review which is available on Success Factors. 

Start your Fire Risk Assessment Review. This will need to be completed by the end of June 2015 as indicated in the new SHE Calendar. Revise your Premises Fire Evacuation Plan.

 Your Safety, Your Health, Your Environment, Our Focus.
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Royal Mail Group


Person in Control Fire Safety Checklist


Completed by:
     
Date:
     
Area covered: 
     

		

		Yes

		No

		N/A

		Actions and comments



		Escape routes



		Do emergency fastening devices to fire exits (push bars/pads etc) work correctly and are doors easily openable?

		

		

		

		



		Are internal and external fire escape routes clear and safe to use?

		

		

		

		



		Are Fire Exit doors free from obstruction and kept clear?

		

		

		

		



		Fire warning systems



		Does testing a manual call point send a signal to the indicator panel? (Disconnect the link to the receiving centre or tell them you are doing a test)

		

		

		

		



		Did the alarm system work correctly when tested?

		

		

		

		



		Did staff and others hear the fire alarm in all areas?

		

		

		

		



		Is the Fire Alarm Control Panel indicating a fault free status?

		

		

		

		



		Did any linked fire protection systems operate correctly? (e.g. magnetic door holder released, smoke curtains drop)

		

		

		

		



		Did all visual alarms and/or vibrating alarms and pagers (as applicable) work?

		

		

		

		



		Are the Call Points unobstructed

		

		

		

		



		Emergency lighting



		Are emergency lighting fittings in good condition and undamaged?

		

		

		

		



		Are charging indicators (if fitted) visible?

		

		

		

		



		Firefighting equipment



		Is all equipment clearly visible, in good condition and unobstructed?

		

		

		

		



		Are external Fire Hydrants clear and not obstructed by vehicles?

		

		

		

		



		Fire Safety Signs

		

		

		

		



		Are all Fire Exit signs in place, clearly visible and undamaged?

		

		

		

		



		Are Fire Action Notices in place alongside each fire alarm call point and has information been provided on how to raise an alarm and details of the location of the Assembly Point provided?

		

		

		

		



		Smoking

		

		

		

		



		Are all staff complying with Business Smoking Policy? 

		

		

		

		



		Is there any evidence of smoking in unauthorised areas?

		

		

		

		



		Is the designated Smoking Area kept tidy and smoking receptacles emptied on a regular basis?

		

		

		

		



		Storage

		

		

		

		



		Are any boiler rooms, switch rooms or flammable substance stores free from rubbish and waste materials, and any other unauthorised stored equipment?

		

		

		

		



		Are housekeeping arrangements satisfactory – stored items kept in a tidy manner, all rubbish and waste removed from the workplace?

		

		

		

		



		Are combustible stored items kept at least 9.00 metres away from the building or site boundary?

		

		

		

		



		Are all stored combustible items kept away from any potential heat or ignition source including lighting, radiators and other electrical equipment?

		

		

		

		



		Electrical

		

		

		

		



		Have any Personal Portable Appliances been PAT inspected?

		

		

		

		



		Are all electrical appliances fit for purpose and undamaged?

		

		

		

		



		Are sufficient electrical sockets in place avoiding the use of multiple extension leads and overloading?

		

		

		

		



		Is there any temporary wiring installation in place anywhere in the premises?

		

		

		

		



		General

		

		

		

		



		Are all Fire Doors fit for purpose, undamaged and kept closed?

		

		

		

		



		Where vision panels are provided in doors, are they unobstructed?

		

		

		

		



		Are supplies of flammable liquids kept to a minimum and stored in Flammable Liquid cabinets?

		

		

		

		



		Are LPG Cylinders stored in an external secure and well ventilated area? Full and empty cylinders need to be segregated

		

		

		

		



		Is the Fuel Island clean and tidy and free from risk?

		

		

		

		



		Has any temporary heating appliances in use been correctly installed, guarded and kept away from combustible materials?

		

		

		

		



		Any other hazards noted that require action to be taken?

		

		

		

		





Signed:      

Print Name:      

Position:      

Date:      




_1494226748.doc
		PiC Brief

		Fire Safety Week 1st to 7th June 2015

		Month of Deployment

		June 2015



		What is being deployed



		Five day fire safety program over one week. The objective is to, Improve fire safety compliance, raise fire safety awareness and protect people and property.






		Brief 



		The program has been set out to raise the awareness of fire safety for both managers and general employees, provide a focused time for managers to review their fire safety and ensure compliance requirements are met.
Each day’s activity has been designed to flow through to the next, involving all building users and especially those with a fire safety responsibility. Some activities may have already recently been covered by the PiC and therefore the week should be used as an opportunity to review current site fire safety and raise awareness in general. The week ends with the launch of a new fire safety e-learning product for PiCs and FPOs



		Day 1. Familiarise yourself with  the Fire Risk Assessment (FRA) and Premises Fire Evacuation Plan



		You should already be familiar with the content of these documents to allow you to manage fire safety at your site. However, use this time to ensure that you understand the contents. Make sure that any outstanding actions noted in the FRA are followed up and closed out. 

Estimated completion time 30 mins

Follow the link to templates and guidance - Group Safety - MAIN - Fire

Outcomes

· Fire safety documents updated, outstanding action items followed up.

· Fire evacuation process complete with available resource. 

· Compliance with both RMG standards and Regulator requirements maintained.

· PiC has reinforced knowledge on fire safety requirements for their site






		Day 2. WTLL – Site Fire Safety



		1. WTL for all building users on the Premises Fire Evacuation Plan, for example;
Roles and Responsibilities, fire wardens and nominated assistant / buddies duties, individual responsibilities, calling the emergency services, location of fire equipment, evacuation routes and assembly points, providing information to the PiC / Incident Officer .


2. Record fire awareness training for all people attending WTL in Volume 3 of the Site Log Book.


Estimated completion time 30 minutes


Outcome

All building users understand the full process, duties and responsibilities relating to an emergency evacuation and ensure full assistance is given to those with an evacuation responsibility. 

 



		Day 3. Building Fire Safety Tour



		This task be carried out by the PiC / FPO should involve more than one manager and engage with unit safety representative/s.


A tour of the premises for general overview of practical fire safety management concentrating on means of escape, internal and external and their availability, must identify where hazard areas are, accumulations of waste and redundant items, security of premises, overall standards of good housekeeping and general familiarity  of hazard perception for example;


1. Internal fire evacuation / protected routes being kept clear and unobstructed.


2. Identify hazard areas such as storage of waste and discarded items increasing fire risk, obstructions and trip hazards.


3. Internal route protection being maintained
e.g. fire doors along routes closing fully and unobstructed, combustible / flammable storage, signage etc. Final exit doors operable and secured correctly.  


4. External route safety maintained free from obstruction and hazards, door security compliant with fire safety requirements, adequate marking, pedestrian and vehicular traffic separation / systems, assembly points and signage.



Estimated completion time 1 – 2 hours


Click on link for Fire Safety Check List.doc to assist your fire safety tour.


Outcomes


· Identify any unsafe practice or condition and agree and implement action to remove or control. 

· Ensure emergency egress is being maintained in a safe condition and is immediately available both internally and externally. 

· Address poor standards and trends. 






		Day 4. Fire Evacuation Drill 



		Undertake a full fire evacuation drill of the premises including all building users and tenants where any part of the premises has joint use or shared facilities.
Use a scenario for example; block an exit to divert building users away from normal daily entry and exit routes where possible.

Where shift working is practiced more than one Fire drill will need to be undertaken to ensure that all building users are familiar with and understand the emergency evacuation process.


Record fire drill in Volume 3 of the Site Log Book. Debrief with all fire wardens and managers.

Estimated completion time 20 minutes


Outcome

Test the understanding of the fire evacuation process and response to an emergency situation.


Note; Joint arrangements must include external organisations where facilities are shared. 

NB Where there is more than one shift in operation more than one fire drill will be required.



		Day 5. FRA Review e learning 



		1. PiC / FPO / Manager Fire Risk Assessment training. (“Fire Risk Assessment Review”)

2. PiC/FPO Starts the FRA Review and completes by the end of June. Revise the Premises Fire Evacuation Plan to ensure 

1.1 Introduction to the new Fire Training Module “Fire Risk Assessment Review” available on PSP. This is a new e learning module, complimentary to “Managing Fire Safety” and must be completed as continuation training. Its aim is to address the issues identified in completing the Fire Risk Assessment Review. It is not intended to detail how to identify a hazard but the process of completing the FRA Review and what is required to ensure it is a compliant document. This e-learning module is to be completed by all PiCs, deputy PiCs and FPOs no later than 30th June 2015


Estimated completion time 40 minutes


2 By the end of June 2015


2.1. First complete the new on line training “Fire Risk Assessment Review” available on Success Factors. 


2.2. Carryout a FRA Review, identify and record any new findings and provide remedial actions.


2.3 Review the Premises Fire Evacuation Plan to ensure that it is still appropriate for the building, employee numbers and shift system.


Outcomes

· Improved understanding of the process management and completion of the Fire Risk Assessment template and follow-up actions.


· Improve the standard and level of FRA Review documents.  

· FRA and Evacuation Plan reviewed


· Improved fire safety arrangements for your site

Note: Any non-RMG occupants e.g. Quadrant, external tenants should be briefed on any changes of a joint fire evacuation plan.


NB: To comply with the Group SHE Safety calendar the FRA Review must be completed by the end of June.



		Summary



		The purpose of Fire Safety Week is to raise or keep fire safety in focus and ensure fire safety is understood and supported throughout the business. All tasks are either a requirement of fire safety regulation or our own standards and the responsibility of the PiC.

Documentation to be refreshed / updated and amended to reflect recent changes in the workplace.


Work time learning  should be used to ensure building users understand their duties and responsibilities toward fire safety, for example: understand emergency evacuation procedures or where unacceptable working practices have been identified


Tasks already undertaken may only require a brief update and communication across the building users. 






		Resources



		Following guidance and templates are available on the Group SHE Business Process Library.


BP L- Group Safety - Main - Fire

1. Fire Risk Assessment Review

2. Premises Fire Evacuation Plan Levels 1, 2 and 3

Level 1 PFEP .docx
Level 2 PFEP.doc

Level 3 PFEP.doc

3. PFEP Guidance Note

4. Fire Wardens Duties and Responsibilities

5. Fire Safety Good Practice Guide

6. Fire Precautions Guide

7. Fire Safety Check list

Further assistance can be obtained from your local SHE Adviser and CMA Safety Rep  or by email to: fire.safety@royalmail.com 
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		Time to refresh your fire safety 		

		Day 1 Look through your
         Fire Evacuation Plans, Records and Docs
         Clear outstanding actions?		FRA Review
Test records
Training records

		Day 2 WTLLto Update your people 
         and Brief your Fire Team

Day 3 Fire Safety Tour of your premises 		Fire safety WTLL
Wardens briefed
Hazard and defects

		Day 4 Test emergency procedures 

Day 5 Complete the FRA Review in June 
         Revise Premises Fire Evacuation Plan
         Start new FRA Review learning on Success Factors		Fire Drill
FRA Review
New e learning for PiC / FPO



Fire Safety Week Starts 1st June











Fire Safety Week 
Be prepared

Remember:  





All your guidance and templates can be found on the Group SHE Knowledge Data Base under 7.1 Fire Safety Management

If you have already completed any task, use the opportunity to raise awareness in your building.

Work with your CMA and CWU Safety Representatives as they will be able to provide valuable input and assistance.

Contact your SHE Adviser if you need further advice or information.

Guidance and templates are available on the Group SHE Business Process Library.

BP L- Group Safety - Main - Fire

Fire Risk Assessment Review

WTL Fire Prevention FSW

Premises Fire Evacuation Plan Levels 1, 2 and 3
Level 1 PFEP .docx
Level 2 PFEP.doc
Level 3 PFEP.doc

PFEP Guidance Note

Fire Wardens Duties and Responsibilities

Fire Safety Good Practice Guide

Fire Precautions Guide

Fire Safety Check list



Getting ready?

 

Taking time to look at your fire safety now will help you prepare for the tasks to be carried out during fire safety week.



What will you be required to do?



Day 1 Look through your fire safety records and documents and ensure they are up to date, clear any outstanding actions on the FRA. Ensure your fire evacuation plan will still work when carrying out the fire drill.

Day 2 A brief has been prepared for you to give during this weeks WTL. (WTL Fire Prevention FSW).

Day 3 Fire Safety tour taking a fresh look at your building and taking action over those familiar hazards  e.g. clearing that pile of rubbish, replace weathered external fire signs or challenge poor practice. 

Day 4 Test your emergency evacuation procedures ensuring everyone understands what they are expected to do

Day 5 This day introduces the new e-learning training module Fire Risk Assessment Review which is available on Success Factors.

Start your Fire Risk Assessment Review and revise your Premises Fire Evacuation Plan. This will need to be completed by the end of June 2015 as indicated in the new SHE Calendar.

 

Your Safety, Your Health, Your Environment, Our Focus.
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		Time to refresh your fire safety 		

		Day 1 Look through your
         Fire Evacuation Plans, Records and Doc’s
         Clear outstanding actions?		FRA Review
Test records
Training records

		Day 2 WTLL to Update your people 
         and brief your fire team
Day 3 Fire Safety Tour of your premises 		Fire safety WTLL Wardens briefed
Hazard and defects

		Day 4 Test emergency procedures 
Day 5 Start your FRA Review 
         Start FRA Review e learning training on
         Success Factors		Fire Drill
FRA Review
New e learning for PiC / FPO



Fire Safety Week Starts 1st June











Fire Safety Week 
Be prepared

Remember:  





All your guidance and templates can be found on the Group SHE Knowledge Data Base under 7.1 Fire Safety Management

If you have already completed any task, use the opportunity to raise awareness in your building.

Work with your CMA and CWU Safety Representatives as they will be able to provide valuable input and assistance.

Contact your SHE Adviser if you need further advice or information.

Following guidance and templates are available on the Group SHE Business Process Library.

BP L- Group Safety - Main - Fire

Fire Risk Assessment Review

WTL Fire Prevention FSW

Premises Fire Evacuation Plan Levels 1, 2 and 3
Level 1 PFEP .docx
Level 2 PFEP.doc
Level 3 PFEP.doc

PFEP Guidance Note

Fire Wardens Duties and Responsibilities

Fire Safety Good Practice Guide

Fire Precautions Guide

Fire Safety Check list



Getting ready?

 

Taking time to look at your fire safety now will help you prepare for the tasks to be carried out during fire safety week.


What will you be required to do?


Day 1 Are your fire safety records up to date,  Clear any outstanding actions on the FRA.  Ask your CWU and CMA safety reps to assist you.

Day 2 A brief has been prepared for you to give during this weeks WTLL. Use the brief as your guide, you may also use this time to bring attention to any local bad practice or identified problems and include these in your brief. 

Day 3 During your Fire Safety tour identify any new or outstanding fire safety problems and take action to resolve or chase up on what progress has been made. The Fire Safety Check list and Good Practice Guide may assist you. Always keep note of what you have done to update the FRA Review.

Day 4 Test your emergency evacuation. Always follow-up and debrief your evacuation team

Day 5 This day introduces the new e-learning training module Fire Risk Assessment Review which is available on Success Factors. 

Start your Fire Risk Assessment Review. This will need to be completed by the end of June 2015 as indicated in the new SHE Calendar. Revise your Premises Fire Evacuation Plan.

 Your Safety, Your Health, Your Environment, Our Focus.
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		Programme

		Fire Safety Week (v2)

		Month of Deployment

		June 2015



		What is being deployed



		A week of planned fire safety activity to raise awareness of fire safety prevention and precautions (1 – 7 June 2015)





		Objective



		Improve fire safety compliance, raise fire safety awareness, protect people and property

Key Objectives and Measures

Objective


Measured by


Fire WTLL delivered to front line


Deployment survey


Fire safety building tour completed


Deployment survey


Fire Risk assessment e-learning completed

Success Factors MI

Fire Risk Assessment/Reviews current

BHRA

Premises Fire Evacuation Plan current

BHRA





		Specification (to include: format, timescales, communication channels etc.)



		The following materials will be available:

Day 1 – PiC/FPO should there be an entry here?? E.g. PiC / FPO use this time to ensure that they are familiar with and understand the contents FRA and PFEP. Make sure that any outstanding actions noted in the FRA are followed up and closed out. 


· Day 2 – PiC/FPO fire safety WTL

· Day 3 – PiC/FPO walk all fire escape routes (internal and external), checking for debris, obstructions, trip hazards, locked doors and generally that all routes are clear.

· Day 4 – PiC conducts fire drill, records in Volume 3 of site log book. Debrief with all fire wardens and WAMS (if no recorded fire drill within last 6 months)

· Day 5 – PiC/FPO logs on to Success Factors to start ‘FRA review’ e-learning.  (30 mins duration). PiC completes ‘FRA Review e-learning by end June 2015 (c.40 mins) PiC/FPO reviews FRA and PFEP if not reviewed within last 12 months (by 7 July)

[PiC Brief]

[WTL brief]

Deployment will be supported by the following communications:


· w/c 4 May- general ‘heads-up’ re. RMG Fire Safety Week starts in your unit 1 June 2015 (refer to SHEMS 7.1)

· w/c 18 May – fresh ‘heads-up’ (refer to Volume 3 of premises SLB)


· w/c 25 May – full comms on requirements of fire safety week


· Daily 1 – 5 June, that’s day’s reminder






		Action Required



		For SHE Teams

· Communicate plans and materials to BU partners

· Support individual managers as required


For Unit Managers


· Undertake daily tasks as per comms and briefs
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WTL Fire Safety Week: Fire Prevention and Action

Date:


Background


This briefing is about how we can protect ourselves from the potentially devastating effect of fire.

Key messages


To ensure we understand some of the hazards and how we protect ourselves everyone in Royal Mail should be able to.


· Be familiar with good fire safety practice e.g.
What to do when discovering a fire and how to raise the alarm.

· Spot hazards and what to do about them e.g.
Blocked fire exit, fire door wedged open.

· Understand safety signs and notice.


· Know what hazards to be aware of and where to find information.


· Know where safe areas are for employees who cannot evacuate via staircases


What can you do to make this building safe?

Fire Doors
Fire doors are designed to stop smoke and heat and are normally placed on a protected route or where they are to provide protection from a risk area. They will be marked with a blue circular sign indicating it is a fire door i.e. (“Fire Door”) and may include other instructions (“keep closed” or Keep locked Shut” etc.). They should also be fitted with a self-closing device unless they are required to be kept locked shut

Never wedge open a fire door. Always report any damage or defects immediately to your manager.


Emergency exits.
Ensure emergency exits are kept clear of obstructions both inside and outside the building e.g. parked cars blocking fire exit doors and external pedestrian routes.
Do you know which are fire doors, fire exit doors and the location of your assembly points?

How can we reduce the risks to ourselves?

Remember it is everyone’s responsibility to do something about a hazard, not leave it to someone else. Some examples are


· Electrical hazards: Badly run or damaged cables, signs of overheated sockets, cracked or damaged plug tops.


· Flammable liquids in unsealed or improper containers, Flammable stores left open. Smell of flammable fumes or vapours near ignition sources.


· Waste, refuse, condemned equipment or unused stock stored unsecured or near potential ignition sources.


· Boxes stored on the floor not on shelves or racks


· Items obstructing exit routes.


· Portable heaters to near to furniture or stock items


· Smoke detectors covered or damaged


· Display lighting to near to stored products


· Untested, or item of electrical equipment with an out of date PAT test


· Bad house keeping such as an untidy work area, office or storage rooms.


· Allowing rubbish to build up or accumulate are potential fire hazards. 


Think about any potential daily fire hazard you may work near and do something about it.


End
















