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          FIRE ALARM /FIRE TESTING/FIRE EVACUATION
POLICY
Introduction:

A fire alarm system within the building must at the very least provide early and reliable warning of the outbreak of fire.  To achieve this the system must be checked regularly and at all times be ready for someone to activate the alarms in response to a smoke or fire alert.  If there are no persons in the buildings the alarms will automatically sound.  

Following the above, a procedure must be maintained whereby the proper documentation within the log book of any events affecting the operation of the fire alarm system is completed.  
Recommendation for the routine testing and servicing of the Fire Alarm System:  
General
To ensure that the fire alarm system operates correctly at all times within the building, it is essential that it is maintained by the supplier annually and an agreement is reached that they will rectify any faults found whilst doing random checks be rectified within 24 hours of their discovery.

Weekly Inspection
A test should be performed each week to ensure that the system is capable of operating under alarm conditions.  The test should be carried out manually and where possible, at a different alarm point each time.  The alarm points should be numbered and a location chart  located within the log book.  An entry should be made in the logbook quoting the location that has been used to initiate the test.
If for any reason the operation of the alarm sounders and/or the transmission of the alarm signal has been prevented by disconnection then a further test should be carried out until satisfied.

Quarterly Inspection and Test

Check all entries within the log book since the previous inspection and take any necessary actions.

Check any batteries and their connections to ensure that they are in a good serviceable condition.

Ensure that all Fire Extinguishers are in date and usable in the event of any fire.  The Equipment is placed underneath each fire point and a chart close by showing which extinguisher should be used.  Please make yourself aware of the different types of Fire Extinguishers and the codes  available.
Annual Inspection
An annual check must be carried out by the manufacturer, supplier or contractor.

Each detector should be checked for correct operation in accordance with the manufacturer.

A visual inspection should be made to confirm that all cable fittings and equipment are secure, undamaged and adequately protected.

Every Third year on the annual inspection the installation should be tested in accordance with the testing and inspection requirements of the ‘Regulations for the Electrical Equipment of Buildings’ published by the Institution of Electrical Engineers and any defects rectified.

If any defects are found they should be recorded within the log book located in the Administration Office or whoever is in charge of Health and Safety.

Once this test is completed a new certificate should be issued. 

Inspection after a Fire whether automatically Detected or Not
A simulated test should be carried out on each trigger / alarm device that may have been affected by the fire.

A visual check on the battery and charger should be carried out to ensure that all connections are sound and the level of electrolyte in the cells is adequate.

Any defects should be recorded in the log book and reported and the appropriate action should take place.

The contractor should be informed of any fire and instructed to check all appliances, the extent of any damage to cables and rectify.

On completion of this work a new certificate should be issued.

Maintaining The Log Book
The logbook should be kept off the premises and maintained by the person responsible for the updating and testing of the equipment (Health and Safety).  An electronic copy should also be made available.  This should be readily available for examination by any duly authorised person.

The logbook should be used to record the following information:

1. Date of any completion certificates including any certificate relating to alterations

2. Date of each periodic inspection and test certificate

3. Date and brief details of each service, inspection or test carried out

4. Dates and brief details of any defects and of any remedial action taken
5. Dates of Risk Assessments
If any faults are found during any inspection this must be reported to the Chief Executive and the Contractors and rectified within 24hours.

Fire Procedure:

In the event of a fire being discovered the immediate action is to raise the alarm by operating the nearest break glass call point (trigger zone).  These are usually RED in colour and located at strategic positions around the building.  All staff should make themselves familiar with the location of these points to avoid unnecessary searching in the event that a manual triggering is required.  It may be that due to the location of the fire and the presence of smoke or heat detection that the automatic detection system may have already been operated.
Fire Schedule

The following schedule provides a basis on which actions may be taken in the event of a fire being discovered:

a) Having ascertained the location of the fire, check first for your own safety and if the fire can be contained use the suitable fire fighting materials provided, ie hand extinguisher, hose reels, fire blanket etc.

b) Never carry out fire fighting alone always get assistance from another member of staff. Do not put your own life at risk.

c) If the fire cannot be contained immediately, the general alarm if not already sounding through automatic detection should be initiated and the local Fire Brigade called.

d) Evacuate the building immediately closing doors and windows behind you so that the fire can be contained until the Fire Brigade arrives.

e) One of the Fire Safety Officers within the organisation has to leave the building last and check that all staff are out of the building and take charge of the procedure.

Fire Assembly Points / Evacuation
In the event of the Fire Alarm sounding all staff to make their way to the fire assembly point.  At NO time must anyone use the lift or return back into the building until told it is safe to do so.
Please be aware of your own and your colleagues safety but do not take risks.  At no time must you re enter the building until you have been told it is safe to do so. 

Fire Drill

A weekly test of random trigger points will be carried out and recorded within the register.  A warning will be given that this test will be taking place.  An alarm sounding  at any other time must be taken seriously and a full evacuation of the premises MUST take place.

A random fire drill will take place and recorded within the log book periodically throughout the year.

Fire Risk Assessment

If there is more than 5 employees within the organisation you are by law required to do a fire risk assessment at regular intervals. Due to the RRO (Regulatory Reform Order October 2007) a risk assessment is also required and evacuation procedures put in place. A report is to be submitted of the findings to all concerned.  The risk assessment to be logged in the fire register as a record and a copy of the risk assessment form to be kept within your Policy Folder.  All identified hazards to be rectified within 5 days and a further check carried out accordingly.

Recommendations

To prevent any risk of fire the organisation recommends that the following practices are followed:

1. All flammable liquids are stored in a lockable cupboard

2. All waste paper bins are emptied regularly and not left overflowing

3. All electrical equipment is PAT tested regularly

4. Any faults (Electric or otherwise) are reported and acted on immediately

5. No cardboard/paper to be left in corridors – to be put away and stored in the appropriate places

6. All fire doors to be kept closed at all times

7. Equipment to be returned to Equipment store at all times

8. All windows to be closed at night

9. Check computers are closed down properly

10. Electric Hob (if you have one) to be turned off after each use – the person switching it on is responsible for turning it off

11. All lights to be turned off at the end of each working day

12. All doors closed
13. Regular Fire Alarm Tests, Risk Assessments and Drills will be carried out to make sure all staff are aware of the procedure and to maintain the safety of all staff.
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