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	Introduction


INDEMNITY

This document has been produced as a tool to assist you in completing a fire safety risk assessment of your premises. It is used entirely at your own risk to identify what you consider are your significant findings, and also whether you consider the information therein to be suitable and sufficient. It is in no way exhaustive and Cleveland Fire Brigade accepts no liability for any circumstances which may arise as a result of using this tool. 

Generally simple premises do not contain areas of sleeping accommodation, do contain escape routes that are within the recommended travel distances indicated below, without having to create a route protected by fire resisting construction and accommodating less than 60 persons
                                                                      Single Escape Route                       2 or More Escape Routes 
Office/Shops                                                           18metres                                                45 Metres

Factories /Warehouses                                           25Metres                                                45Metres

	Regulatory Reform Order


The Regulatory Reform (Fire Safety) Order 2005 came into effect on 1 October 2006 and requires that a fire risk assessment is carried out to determine what fire safety measures are necessary.
	Fire Risk Assessment


This form is intended to assist small businesses in carrying out the fire risk assessment. It is suitable for use in small buildings, with a simple internal layout, e.g. small offices, shops or industrial units. In buildings with complicated escape arrangements, large numbers of people or high fire risk processes/storage a more comprehensive fire risk assessment may be necessary.
The enclosed information follows a simple 5 step guide to completing a suitable assessment. The fire risk assessment does not need to be complicated, it should be a common sense review to identify the hazards (what could start a fire and what could burn), followed by consideration of the possible effects of a fire on people using the building. The important thing is that the fire risk assessment is systematic to ensure that every part of the premises is assessed. Every room, space or area, including  those not often used, should be included.
If you identify any significant risks you should consider if they can be reduced: first by removing the hazards and secondly by providing fire protection measures (e.g. automatic fire detection). These points should be addressed within the ‘What needs to be done to make each situation safe?’ section. 
If your business is located within a larger building and if a fire in your business could affect your neighbours, you should share the findings of your fire risk assessment with your neighbours.
Your fire risk assessment must be kept up to date. It is important to update the assessment if anything is changed that might affect the risk (e.g. new ignition sources or use of flammable liquids,new employee with special circumstances etc.). If you identify that either the likelihood of a fire or the risk to people is not LOW you may want to consider seeking professional assistance.
	The 5 Steps to Fire Risk Assessment


	1
	Identify the fire hazards 

	2
	Identify people at risk

	3
	Evaluate, remove, reduce and protect from risk

	4
	Record, plan, inform, instruct and train

	5
	Review


	PLAN DRAWING 

	Complete a simple line drawing of the premises and identify your fire safety provisions – including escape routes, extinguishers, emergency lighting and fire alarm. 

	







	Step 1 ~ Identify fire hazards
	
	

	Are existing control measures suitable?

If yes please record actions below



	Sources of ignition
	Location
	
	

	Naked flames


	
	
	YES
	
	NO
	

	Portable /Fixed Heaters 


	
	
	YES
	
	NO
	

	Electrical equipment e.g. overloaded sockets etc.



	
	
	YES
	
	NO
	

	Cooking facilities


	
	
	YES
	
	NO
	

	Lighting equipment


	
	
	YES
	
	NO
	

	Arson/Anti Social behaviour


	
	
	YES
	
	NO
	

	Smoking materials

External only

	
	
	YES
	
	NO
	

	Other sources




	
	
	YES
	
	NO
	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below -
	

	
	What needs to be done to make each situation safe?
	Action required by?
	Date due
	Date complete
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Step 1 ~ Identify fire hazards (continued)
	

	Are existing control measures suitable?

If yes please record actions below 

	Sources of fuel & oxygen
	  Location
	

	Wood/paper/cardboard etc


	
	
	YES
	
	NO
	

	Plastics/rubber/foam

(including packaging)



	
	
	YES
	
	NO
	

	Electrical equipment 

e.g. overloaded sockets, extension cables, etc.


	
	
	YES
	
	NO
	

	Furniture and fixings 

e.g. curtains


	
	
	YES
	
	NO
	

	Flammable gases/liquids

e.g. oils/solvents etc


	
	
	YES
	
	NO
	

	Textiles


	
	
	YES
	
	NO
	

	Display materials


	
	
	YES
	
	NO
	

	Waste materials

Internal /External 

	
	
	YES
	
	NO
	

	Additional oxygen supplies

e.g. air conditioning units


	
	
	YES
	
	NO
	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below - 
	

	
	What needs to be done to make each situation safe?
	Action required by?
	Date due
	Date complete
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Step 2 ~ Identifying people at risk
	

	
	
	
	
	
	
	

	Consider who might be at risk? – e.g. staff, visitors, guests, customers etc.



	Why are they at risk?
	Location
	
	

	Working alone

	
	
	YES
	
	NO
	

	People with disabilities (including 

mobility, hearing, vision impairment)

	
	
	YES
	
	NO
	

	Unfamiliar with the building
Are Premises used during periods of  darkness

	
	
	YES
	
	NO
	

	Other

	
	
	YES
	
	NO
	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below -
	

	
	What needs to be done to make each situation safe?
	Action required by?
	Date due
	Date complete
	

	
	·  
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	
	
	
	
	
	


	Step 3 ~ Evaluate, remove, reduce and protect from risk

	
	
	
	
	
	
	

	Can hazards and risks be removed or reduced?
	
	
	
	
	
	

	The following examples can greatly aid the protection of people and property –

· Separate ignition sources from combustibles

· Improve security

· Remove or improve storage of highly flammable materials

· Replace temporary heaters with permanent fixed ones

· Regularly remove refuse and packing materials

· Provide automatic fire detection

· Provide emergency escape lighting (in some circumstances provision of a torch may be suitable)
· Test and maintain all fire safety equipment (i.e. fire alarm, emergency lighting and fire extinguishers)

· Arrange electrical testing of appliances
· Remove unwanted ignition sources
· Remove unwanted combustible material

	

	Step 3 ~ Evaluate, remove, reduce and protect from risk (continued)

	
	
	
	

	Evaluate fire safety arrangements
	
	
	

	Are ignition sources controlled to minimise the likelihood of fire?
	
	
	YES
	
	NO
	

	Are combustible materials kept away from ignition sources?
	
	
	YES
	
	NO
	

	Would a fire be discovered quickly?
	
	
	YES
	
	NO
	

	Will everybody be warned of the fire immediately?
	
	
	YES
	
	NO
	

	Is escape required in more than one direction?
	
	
	YES
	
	NO
	

	Can everyone escape without assistance?
	
	
	YES
	
	NO
	

	Are exits easily identified?
	
	
	YES
	
	NO
	

	Are escape routes free from obstruction?
	
	
	YES
	
	NO
	

	Are doors required for escape easily operable, including final exit doors?
	
	
	YES
	
	NO
	

	Are fire extinguishers serviced annually and appropriate for the risk ? 
	
	
	YES
	
	NO
	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below -
	

	
	What needs to be done to make each situation safe?
	Action required by?
	Date due
	Date complete
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	
	
	
	
	
	


	Step 4 ~ Record, Plan, Inform, Instruct and Train

	
	
	
	

	You must record your fire safety arrangements – this includes:

	
	
	
	

	Have you made an emergency plan and does it include the points below?
	YES
	
	NO
	

	    Your emergency plan should include -
	
	
	
	
	
	

	How will people be warned if there is a fire (this may range from a shout of ‘fire’ to an electrical fire alarm system):
	
	

	What should staff do if they discover a fire:
	
	

	How should the evacuation of the premises be carried out:
	
	

	Where should people assemble and how to check premises have been evacuated:
	
	

	Duties and identity of responsible staff if there is a fire:

	
	

	Step 4 ~ Record, Plan, Inform, Instruct and Train (continued)
	
	

	
	
	
	
	
	
	

	Have you provided instruction and training to staff?
	
	
	
	
	
	

	NB.  Fire Safety training should be carried out by a competent person 
	
	
	
	
	
	

	Has instruction and training been provided to all staff on what to do in case of fire?How often is training carried out?
	
	
	YES
	
	NO
	

	Are there records of fire drills, instruction and training?


	
	
	YES
	
	NO

	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below -
	

	
	What needs to be done to make each situation safe?
	Who is to carry out this Action?
	Date due
	Date complete
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	

	
	
	
	
	
	
	


	Step 5 ~ Review
	
	

	
	
	
	
	
	
	

	Your risk assessment must be kept up to date
	

	
	
	
	
	
	
	

	Date of next review

It is recommended that you review your risk assessment every 12 months 

OR 

if you make changes to the layout of your premises, significantly increase the amount of combustible materials stored or displayed, change your opening hours (e.g. to include night time opening etc) you should review your fire risk assessment.  
	       /     /20__
	

	
	
	


For further information visit the website –  www.firesafetyguides.communities.gov.uk 

or contact the Cleveland Fire Brigade  Fire Engineering  help desk  –  01429 874109
A copy of this form can be found on – www.clevelandfire.gov.uk  under the Business Fire Safety Tab 









KEY – �


Escape routes


 


            Extinguishers 





            Smoke detectors�


  EL     Emergency lighting





BGP    Break glass points












































Identifying Ignition and Fuel Sources


Noughts & Crosses - As an aid to identifying the hazards within your premises it’s possible to use a system of noughts and crosses, using a X to mark ignition sources and a O for fuel sources.

















Tel No ……………………………………..





Date of Assessment:





………………………











Address of Premises………………………………………………………………….. 





Post Code                ……………………………….





Responsible Person ……………………………………………………..


This in a workplace is the employer if the workplace is to any extent  under their control or the person who has control of the premises or the owner if the person in control does not have total control of business or trade








Person completing this assessment:………………………………………





Tel No ……………………..





Date of Assessment …………………………….. Date of Review ……………………………………..
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