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TITLE:
HEALTH AND SAFETY: FIRE SAFETY

PURPOSE/ SCOPE: 
To ensure that Cardonald College complies with current Fire Safety legislation and guidance, including:

· Fire (Scotland) Act 2005
· Fire Safety – An Employer’s Guide
· Management of Health and Safety at Work Regulations 1999


To ensure that fire risk assessments are carried out and that the findings are acted upon

To ensure the safe evacuation of all staff, students, contractors and visitors in the event of fire


To prevent the spread of fire as far as it is reasonably practicable and safe to do so
RESPONSIBILITY:
For providing training and advice in fire risk assessment lies with the Health and Safety Adviser


For ensuring that fire risk assessments are carried out lies with Faculty Heads, Unit Managers; Estates and Facilities Manager and Health and Safety Adviser as specified in section one of this procedure

For ensuring that structural fire risk assessments are carried out lies with the Estates and Facilities Manager


For undertaking fire safety audits lies with the Health and Safety Adviser


For implementing emergency procedures in the event of a fire lies with all staff, as specified in this procedure


For ensuring that staff receive appropriate training as specified in section two of this procedure lies with the Staff Development Officer

APPENDICES:
Forms
Fire Risk Assessment Form (HS-FSRA)
Additional checklist for Fire Safety Audit (HS-FSAAC)

Reference Documents
Guidance on Fire Risk Assessment (HS-FSRAGN)
Duties of key staff in Tower Block Fire Evacuations (HS-FSDKSTBFE)
APPENDICES CONT:
Reference Documents


Guidance on Fire Risk Assessment (HS-FSRAGN)


Duties of key staff in Tower Block Fire Evacuations (HS-FSDKSTBFE)


Duties of key staff in Skills / Children’s Centre Fire Evacuations (HS-FSDKSSCCFE)

GPCLC (Priesthill Campus) Fire Safety Arrangements (HS-FSAGPCLC)
RELATED


INFORMATION: 
Fire (Scotland) Act 2005

Fire Safety – An Employer’s Guide


Fire Safety Guidance Booklet (Safer Scotland)


PAS 79 – Fire Risk Assessment Guidance (BSi)
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1.0 Risk assessment and audit

1.1 In addition to the general risk assessments for their areas of responsibility (see Procedure 7:1:17), all managers will ensure that Fire Risk Assessments have been carried out for their areas, using Worksheets 2 and 3A of the Fire Risk Assessment Form (HS-FSRA) and referring to guidance provided by the Health and Safety Adviser (Form HS-FSFRAGN).  Managers will also co-operate with the Health and Safety Adviser in assessing the preventative measures listed in Worksheet 4 of the Fire Risk Assessment Form (HS-FSRA).

1.2 Managers will consider appropriate preventative and protective measures in order to eliminate or reduce risks identified in the Fire Risk Assessment.  Where these measures can be implemented within the relevant manager’s own remit, the manager will be responsible for implementation.  Where the measures require changes to College-wide practices or procedures, the manager will inform the Health and Safety Adviser of his / her recommendations as soon as possible.

1.3 The Estates and Facilities Manager will undertake a structural Fire Risk Assessment covering all premises owned by the College, and will recommend appropriate preventative and protective measures.  Once resources for these measures have been approved, the Estates and Facilities Manager will be responsible for implementing them.  The Estates and Facilities Manager is responsible for Worksheets 3B, 6, 7 and 8 of the Fire Risk Assessment Form (HS-FSRA) and will assist the Health and Safety Adviser with Worksheet 5.

1.4 The Health and Safety Adviser will undertake the elements of the Fire Risk Assessment associated with Worksheets 1, 4 and 5 of the Fire Risk Assessment Form (HS-FSRA) and will co-ordinate and oversee the completion of the full assessment.

1.5 All elements of the Fire Risk Assessment will be updated at least annually.  If changes are made to the use or layout of an area, or the area is to be used by a different client group (for example, younger or less responsible students, or people who are less mobile), a new Risk Assessment must be undertaken.

1.6 If any works are to be undertaken that may impact on the Fire Risk Assessment (e.g. increase the risk of combustion, restrict escape routes, or prevent access to Assembly Points), the Estates and Facilities Manager will undertake an additional Risk Assessment and will be responsible for ensuring that supplementary instructions are given to staff as necessary.

1.7 The Health and Safety Adviser will undertake an annual audit of Fire Safety in the College, in accordance with the Health and Safety Audit procedure (7:1:10), supplemented by the Additional Checklist for Fire Safety Audit Form - HS-FSAAC.

2.0 Training

2.1 All staff and students will be briefed on this procedure as part of their induction (see procedures 4:5:2 and 2:4:1).

2.2 All contractors working on the site will be briefed by Estates on this procedure before commencing work and will be instructed to co-operate in the event of an emergency evacuation.

2.3 Training will be made available for all staff in the use of fire extinguishers.

2.4 All managers will be trained in the principles of risk assessment, including Fire Risk Assessment.

2.5 The holders of posts that are designated as Fire Wardens (see HS-FSDKSTBFE and HS-FSDKSSCCFE) will receive additional training in fire safety, including an annual ‘refresher’ session.
2.6 Planned Fire Drills will take place each academic year as follows:
· Two daytime drills involving the Tower Block and the Skills / Children’s Centres together at busy times between August and June;
· One daytime drill each for the Tower Block and Skills / Children’s Centres as individual units;

· Two evening drills on the main site;
· One drill on a Saturday morning on the main site;
· Three drills at Greater Pollok Community Learning Centre, one in each term.

2.7 The Health and Safety Adviser will prepare a report for the Principal on each drill, in consultation with the Fire Marshals and Fire Wardens.  Each report will be made available to the Health and Safety Committee.  If necessary, action will be taken to improve arrangements, which may include:

· Further briefing for staff and / or students

· Refinement of procedures

· Amendment of Fire Risk Assessments

· Improvements to equipment or signage
3.0 Emergency evacuation

3.1 The following Fire Action instructions will be displayed in every working area of the College:

· In these premises the Fire Warning is given by the continuous sounding of a siren.

· On discovering a fire, raise the alarm by operating the nearest Fire Alarm call point.
· On hearing a warning of fire, evacuate the premises quickly and calmly and proceed to the assembly point at [to be inserted depending on location of notice]

· Where possible, close all doors through which you pass on leaving the building.

· Do not delay your departure by collecting coats or other personal belongings.

· Do not use lifts as a means of escape.

· Do not re-enter the building until a Fire Brigade Officer has stated that it is safe to do so.

NB While the disabled evacuation lift is primarily for the evacuation of non-ambulant persons, this may be extended to those with mobility problems at the discretion of the Fire Warden. 

3.2 All members of staff are responsible for ensuring that they know the escape route from any area in which they are working, and that they brief the people in their charge (whether students or visitors) on the procedure to be followed in the event of the fire alarm sounding.

3.3 If a member of staff discovers a fire, in addition to raising the alarm it may be appropriate to tackle the outbreak with a fire extinguisher.  It is for the individual to judge whether it is safe to attempt this.

3.4 When the alarm sounds in the Tower Block between 8.30am and 5pm, Monday to Friday, the following instructions apply to all staff except those who are working directly with students who have learning difficulties:
· Tell others in the room that this may be a real fire and ensure that they leave quickly, reminding them of the correct route
· Staff should accompany anyone with a mobility difficulty to lift one in the lift lobby. Use the communications button to call the evacuation lift, and then tell the disabled person to wait there, where they will be safe from fire and smoke for some time, and from where the disabled evacuation lift will collect them

· Unless a Fire Warden is present, start checking all the rooms on the floor where you are, to make sure they are clear, closing the doors behind you, until you are sure that someone else is taking responsibility for checking the floor

· Return to the lift lobby, to check and reassure disabled person(s)
· Leave the building quickly
· Report to the Fire Control Point if you have checked a floor as clear, and / or if you know of someone who is waiting in a Refuge Area.

· Unless you have been allocated specific responsibilities, help to move people along to the Assembly Points and off the roadways.  Ensure that people do not endanger themselves and others by staying near the building, sitting in cars, or obstructing fire engine routes
· Do not leave the site except with the agreement of a member of SMG.  In no circumstances move a car on site or allow anyone else to do so
· Remain outside until the All Clear sounds
3.5 When the alarm sounds at any other time, staff will follow the above instructions, with the addition that all staff must report to the Fire Control Point.

3.6 Students who have learning difficulties but who are able to use stairs will leave the building as part of the main evacuation.  They will go down the stairs in single file, following the inner handrail.  Students will be trained to follow this procedure independently, but if a member of staff is with a group of these students at the time of the alarm, it will be appropriate to accompany the students rather than to assist with checking that other rooms are clear.

3.7 Staff designated, as Fire Wardens or Fire Marshalls will have additional responsibilities (detailed on Form HS-FSDKSTBFE).  However, staff must not assume that as Fire Wardens / Fire Marshalls will necessarily be available to supervise the safe completion of a fire evacuation and it is essential that all staff share responsibility for moving people along, checking that rooms are clear, and ensuring safe behaviour once outside the building.

4.0
Equipment and signage

4.1
The Estates and Facilities Manager will ensure that there are Fire Action notices displayed in all working areas and that emergency signage conforms to regulations and good practice.

4.2
The Estates and Facilities Manager will ensure that the fire alarm system is adequate to the needs of the College (taking account of the needs of people who may have sensory impairments) and that it is appropriately linked to Fire Brigade operations.  This will include ensuring that sounders are sufficiently distinct from other alarms such as door alarms.  The system and the link to the Fire Brigade will be tested once per week, using a different alarm point each time.

4.3
An electrician will check the emergency lights every three months.

4.4
The Estates and Facilities Manager, using an appropriate contractor, will ensure that the number, type and location of fire extinguishers is appropriate to the needs of the College and that all fire extinguishers are examined once a year and the labels updated.

4.5
The weekly alarm system check will ensure that all lifts descend to the Ground Floor in the event of a fire emergency.  Lift one, the Disabled Evacuation Lift, will be utilised by Student Support and Campus Staff to implement disabled evacuation procedures.

4.6
The emergency generator will be tested every three months to ensure correct operation.

4.7 A Fire System Logbook will be maintained in which all the above tests (4.2 – 4.6) will be recorded.

4.8 All managers are responsible for notifying the Estates and Facilities Manager if they are aware that a safety notice or safety equipment is damaged or missing.
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