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Part 1- General Fire Safety



1. Building Description
Please take the following into account:

· How many studios /cluster rooms; 270 studios
· Floors/storeys; Building 1 and building 2 are 4 storeys and Building 3 is 5 storeys (excluding basement)
· Blocks and block names; 3 blocks. 1, 2 and 3. Block 2 has an underground car park
· Brick or cladding type; Brick, but section of cladding 
· Floors accessible by stairs and passenger lift; Floors 4 in building 1 and 2 and floor 6 in building 3
· Number of lifts; 3 lifts in total (1 in each building)
· Common spaces; Building 1 has 1 shared kitchen/dining area, gym, communal spaces, study room on each floor and a laundry. Building 2 has laundry and 1 study room. Building 3 has a cinema room, study room, kitchen/dining area, laundry.
· Location of plant rooms; Building 1 and 2 located on roof, building 3 is in basement. 
· Gas central heating system; N/A
· Location of fire alarms; 1 fire control panel in each building on ground floor
· Evacuation policy i.e. full Evac or Stay Put; Building 1 and 2 stay put, building 3 is Full Evacuation
· Pitched or flat roof; Building 1 and 2 has combination of Flat roof and pitched roof. Building 3 is flat roof.
· Age of building or change of use (approximate) and listing under conservation i.e. Grade II.  Building 1 and 2 were built around 1999 and building 3 was built in 2018
· Mains shut off location for gas, water and electricity. 
building one - gas is in the car park - fire escape (hatch outside the building)
building one - electricity – dining room riser cupboard 
building one - water - disabled toilet cupboard in the reception area 
building two - gas - car park - fire escape (hatch outside the building) 
building two - electricity - cupboard in the car park 
building two - water - disabled toilet - in the cupboard. reception lobby 
building three - gas - outside plant room, in the free-standing plastic box 
building three - water - in the plant room, basement 
building three - electricity - switch room - basement
2. Fire safety Management General

Legal Requirements
The statutory and legal requirements relating to fire safety are incorporated in the Regulatory Reform (Fire Safety) Order 2005 and the Health & Safety at Work Act 1974.  These include:

· The provision and maintenance of means of escape in case of fire.

· The provision of an effective fire alarm system capable of alerting all personnel within a building.

· The provision of correct fire fighting equipment.

· The training of personnel in the use of fire fighting equipment and evacuation drills.

· The keeping of records of testing/maintenance and training of personnel. 

· Appointment of competent persons.

· Fire risk assessments.

3. Fire Risk Assessment

A responsible person must make a suitable and sufficient assessment of the risks to which relevant persons are exposed to. A Fire Risk Assessment must be reviewed by the responsible person regularly so as to keep it up to date and particularly if there is reason to suspect that it is no longer valid or there has been a significant change in the matters to which it relates including when the premises, special, technical and organizational measures, or organisation of the work undergo significant changes, extensions, or conversions.
4. Means of Escape  

The safety of life is of paramount importance. In the event of a fire it is imperative that adequate means of escape are readily available from all types of buildings. The Provision and Maintenance of Means of Escape in Case of Fire are as follows:

All Escape Routes are: 

· Appropriately signed and indicate the most direct route to a place of safety or via a place of relative safety.

· All means of escape from a building are to be kept clear and free from obstruction.

· Fire resisting and smoke stop doors are not to be wedged in the open position. Such doors are indicated with notices containing the instruction “Fire Door Keep Shut" on both sides. It is the responsibility of all personnel to report any damage to such doors immediately.

· Doors on designated escape routes are to be operable in the direction of escape without the use of a key.
· Staircases can be protected against the effects of fire and smoke by means of fire resisting self-closing doors installed either across corridors, leading to, or at the head of staircases.
· No combustible materials are stored in stair wells.

· Buildings having more than one staircase and with long connecting corridors maybe provided with additional smoke stop doors. In all instances these doors are not to be wedged in the open position.
· Combustible linings including notice boards, visual displays etc. are to be kept to an absolute minimum in escape routes.
· All escape routes are checked on a weekly basis by the site team (responsible persons detailed below) with checks logged/recorded as part of property planned preventative maintenance (PPM) schedule (appendix 2).

Describe any site specific issues or information here on property evacuation – method of evacuation from property corridors, communal areas, etc. All fire escape routes have been checked and meet requirements
Appendix 1 – Floor plans with evacuation route(s) clearly marked to be added at the end of this document.
5. Responsible Persons

General Manager - Julie Hartwanger
Operation Manager - Alex Shotbolt 
6. Persons with Impairment(s) 

Persons with disabilities that would prevent their responding to an alarm of fire, of have difficulty in an emergency situation are encouraged to make themselves known to and a Personal Emergency evacuation Plane (PEEP) will be produced, detailed arrangement/ assistance required in emergency situations. 
Mobility impaired students:

The preferred options for escape of people with mobility impairments are by horizontal evacuation to outside the building, horizontal evacuation into another fire compartment, protected stairwell, eventually arriving at a place of ultimate safety outside the building. During the PEEP’s it may be identified that the student will be able to manage stairs and to walk longer distances, especially if short rest periods are available within the escape. However if this is not an option, the following methods of evacuation may be considered: 

· The use of firefighting lift (this would need to be agreed with the local fire and rescue service)

· The use of Refuge points (means of communication as to location)

· Carry-down procedures which may include, 

· the use evacuation chairs

· Carry-down in the person’s own wheelchair

· The use of a buddy system

· Staff and/or security assisting in facilitating the evacuation

Where disabled refuges are not present, the following consideration will be considered:

· Suitability of protected stairwell/lobbied area to allow student to await assistance.

· In the absence of Disabled refuge units (also referred to as ‘remotes’ or ‘outstations’), the following would be considered: 

· The use of mobiles with contact details of the out of hours mobile phone ( which security and/or Resident Student Wardens would have on their person)

· Wireless pager system (They can also be used to communicate with other people who are part of the assisted escape system).

Hearing impaired and deaf students:

To ensure that hearing impaired and/or deaf students know that there is an evacuation in progress; we would put measures in place so that the early warning can be given to ensure a safe and effective evacuation. The preferred options to alert the hearing impaired would be the use of flashing beacons installed as part of the fire alarm system, whoever if this is not an option or not part of the design then other auxiliary aids will be considered to provide the early warning. This may include the following listed below which will be included within their PEEP if deemed necessary:

· visual alarm system;

· vibrating pager;

· vibrating pads under pillows;

· text messaging;

· appointed buddy; or

· Local beacon.

(Such as all included in the Deafgard system)

Although no specific mention of this may have been given within the fire strategy, we as the managing agent would ensure that the responsible person is made aware of any addition measures required to facilitate a safe and effective evacuation. 

It must be noted as mentioned above the undertaking of our PEEPS and the subsequent measures implemented is not only to ensure the safe evacuation of all our residents/students but also to comply with our moral and statutory duty with the current legislation. Whilst we have no direct control over guests attending the property out of hours, students receive an induction on arrival which is stated within their welcome pack that our property team is to be notified of any guests/visitors and are encouraged to mention and/or bring to our attention if additional measures are required to facilitate a safe evacuation of the property. 

Describe any site specific issues here – include information on any refuge call point locations, evacuation chairs or evacuation sleds that are available on site. At present, no people with disabilities or mobility impairments based at any buildings. No Evacuation chairs are available. 
7. Training of Personnel

There is a legal requirement to provide training and information to all personnel, at periods not less than annually, on matters of Fire Safety. Such training will include the following:

· General fire prevention.
· Fire Warden training
· Action on discovering a fire.
· Method of raising the alarm including identification of alarm call points.

· Action on hearing the alarm.

· Assistance to visitors and other personnel

· Method of calling the Fire Brigade including local orders.

· Location and operation of fire fighting equipment

· Means of Escape, assembly points and roll call Procedure.
· Assistance to disabled/sensory impaired personnel. 
· Isolation of machinery.
· Evacuation procedures including NON-use of Lifts.

Personnel working for long-term contracts are to receive, in addition to training provided by their employer, full induction training by their Homes for Students point of contact in all aspects of fire safety as if they were Homes for Students employees. The employing contractor is responsible for liaison with and requesting training from, an appointed person. 

Heads of Department are responsible for the training of their staff and long term contractor's personnel in fire fighting (portable fire equipment), fire prevention and general fire safety matters as indicated above.

Fire practices are to be held at not less than six monthly intervals.

An individual record of all training is to be maintained. 

All employees on site have been trained. 
Training of residents
Planned evacuations (fire drills) are held at the property every 6 months, with the first planned evacuation drill planned to take place during the initial 4 weeks of occupation.

As part of the drill, students are evacuated by the Property Team towards the muster point, with the team sweeping internal corridors and communal areas. The evacuation will be timed (timer can be switched off when the last person leaves the property), and the number of attendees calculated. Students will be advised of how the planned evacuation went, both in person and in a follow up email with further advice to follow in the event of fire alarm evacuation. If the evacuation period is deemed as unacceptable a repeat/additional drill will be carried out within the next 2 weeks.

All students are required to complete an online e-induction surrounding fire safety ahead of their arrival to the property. No student will be allowed to check in without completing the e-induction.

Fire safety information, instructions & muster point location are included within the welcome book sent to students ahead of their arrival, with follow up emails and communication from the point of occupation. Fire Action Notices advising what to do in the event of evacuation, plus location of muster point, are displayed on the backs of all studio and cluster flat doors.
8. Fire Alarm / Detection Systems

An effective means of providing a warning to personnel in the event of a fire is in place with a Fire alarm system as below: 

Building 1&2 - Honeywell Gent Vigilon Plus.                     

Building 3 MxPro5 EN54-2/EN54-4

They are all L1.

All personnel working within buildings, facilities or locations, know the position of the nearest fire alarm call point and method of operation, the sound of the fire alarm and in high noise areas types of visual indicators provided.

All False Alarm Activations must be recorded on CS-HS-308 Form 10 and on Main Manager under “Safety Stats”
Instructions for the actions to be carried out of the activation of a Fire Alarm must be displayed adjacent to all Fire Alarm Activation Points, using the standard Fire Action Notice.  Specific instructions for persons who may be required to provide initial response to an on-site Fire Alarm must be provided using the template of CS-HS-308 Form 5

Note:  The alarm is to be raised and the Fire Service called, on all occasions, no matter HOW small the fire.
Describe and site specific fire alarm system here, how it works, refer to your Fire Strategy document and your Cause and Effect matrix to include length of delay on panel, etc.
Each building has a fire alarm/detection system in place. Each building has break glass systems in place. Weekly fire alarm checks are performed and documented. 
9. Fire Fighting 

Firefighting equipment is sited throughout Homes for Students sites. Site/ Scheme Managers are to ensure that all personnel within their areas of responsibility know the location of fire fighting equipment, its use and method of operation. Any loss, damage or suspected defect is to be reported immediately to Asset Management for remedial action. All fire fighting equipment is to be tested and maintained in accordance with relevant Manufactures instructions. 

Members of staff are informed not to put themselves at risk in an emergency situation to leave the building by the nearest emergency exit. Only persons who have been trained should attempt to fight a fire, and under no circumstances should they put themselves at risk.
Describe and site specific arrangements here
Extinguishers are placed in each building in designated locations which are not accessible to tenants. Each studio has a fire blanket. Each building has a dry riser system. No sprinkler system is present. There is a fire curtain in each building. 
10. Maintenance and Records of Maintenance

All records of inspections, testing, maintenance and repairs are to be available for inspection during fire safety audits. The following forms are to be used for this purpose:

· CS-HS-114 – Tests & Checks Record Folder  

· CS-HS-114 – Test and Checks Record Folder – List of Fire Extinguishers

· CS-HS308 Form 10 – False Alarm Activation Log

Location of site records – The site records are based in the main office.
11. Fire Prevention – General

The prevention of fire is of vital importance; most fires are caused by negligence, carelessness or ignorance. A high standard of fire awareness, common sense and good discipline will keep fire loss to a minimum. 

All staff are encouraged to be vigilant and report and safety issues immediately.
· Zero tolerance of smoking within the premises.

· A minimum 2 fire drills carried out per year.
· Information provided within Student Welcome Pack

· Fire Safety Brief and Non Smoking Policy issued to Students ahead of check-in (via e-induction)
· Candles/ Incense Sticks/ Deep Fat Fryers are not permitted at site.
· Regular fire door and equipment checks by Property Team
· Regular fire safety reminders sent to residents
Describe further site fire prevention strategy above.
Tenant induction process includes fire prevention information. Daily checks are performed to ensure fire escape routes are clear.
12. Housekeeping

Tidiness and cleanliness are essential fire prevention measures. The accumulation of rubbish and waste materials is to be kept to a minimum, it is to be cleared away each day on the cessation of work and removed to a safe location outside and away from buildings for early disposal.

Spent smoking materials etc., are not to be deposited in paper or plastic bags, but are to be placed in suitable metal containers. A warning notice to this effect should be displayed wherever bags are provided.

Smoking and Naked Lights
Where smoking is permitted nearby buildings the danger of fire increases and there are certain locations by buildings where a permit to smoke would create an unjustifiable hazard to life and property. Where control of smoking is required externally to buildings/facilities, safety distances are to be included in the text of the 

I.e.: “no smoking within 3 metres of this building”
13. Electricity

The following must be observed regarding electrical installations and appliances.

· Defective appliances are to be taken out of use until repaired.

· Electrical wiring, flexible leads and plugs are to be kept in good condition.

· Alterations and additions to wiring or fittings are only to be carried out by an authorised electrician.

· Electrical wiring is not to be looped to nails, hooks etc.

· Pendant light cables are not to be repositioned or shortened by the use of string or similar material.

· Fuses or circuit breakers are inserted in electrical circuits to prevent overloading. Fuses/trip switches of the correct rating are therefore to be used.

· Where possible fuse box covers are to be secured to prevent unauthorised access.

· In the event of the power supply failing, all electrical appliances should be switched off and disconnected at the socket outlet.

· The position of main electrical switches is to be clearly marked. Wherever practicable, and safe to do so, these switches are to be switched to the OFF position after working hours.

· When buildings or rooms are vacated for any appreciable length of time, unless manufacturers instructions are to the contrary or where the Chief Executive has given dispensation, all electrical appliances are to be switched off and disconnected at socket outlets.

· Cables and flexes are not to be laid under floor coverings or routed through windows or doors.

· The use of multiple plug adapters, portable type electrical immersion heaters, commonly used for hot drink preparation, and home made extension leads are forbidden.

· Electric irons, where switched on, are to be placed on a stand of fire resistant and non- conducting materials. Plugs are to be removed when irons are left unattended, or no longer required.

· Only plugs compatible with fixed sockets are permitted.

· (PAT Testing) All electrical appliances are to be tested at regular intervals (normally eighteen months or annually) by a competent electrician.

14. Radiant Heaters

Radiant heat fires are not to be used within 1.25 metres of combustible materials, e.g. furniture, soft furnishing and clothing. It is important to note that fires have been caused by portable radiant heaters, which have been placed behind furniture, when not in use, and inadvertently switched on during the process of cleaning, tidying up etc.

15. Mains Gas Appliances 

Only authorised gas appliances are to be used:

Gas appliances are to be connected to the mains supply by a competent gas fitter. Tubing made of rubber is not to be used other than under controlled conditions in laboratories.

Gas rings are to stand on fire resistant and non-heat conducting material, normally at table height. They are to be kept well away from combustible material.

In the event of a gas leak the following action is to be taken:

· Naked lights are to be extinguished. Do not switch electrical   

· Switches on or off.

· The gas supply is to be turned off at the main cock.

· The building is to be thoroughly ventilated.

· The appropriate authority is to be notified immediately. 

16. Cylinders of Industrial Gases

Cylinders of industrial gases should not be stored on site or in buildings and where reasonable and practicable to do so the Principle Contractor should remove the cylinders when not in use by safe means.

However, should there be a requirement to store cylinders of industrial gases onsite then they are to be treated as HIGHLY dangerous. 
Before cylinders can be used and stored onsite a Risk Assessment and Hot Works Permit MUST incorporate the following precautions:

· Where possible they are to be stored in a separate detached building at least 6 metres away from other buildings.

· Empty cylinders are to be kept separate from full ones. Notices are to be displayed denoting locations of empty or full cylinders in order to prevent accidental mixing.

· Oxygen and flammable gases such as Acetylene are not to be stored together. They may be stored in the same building in separate compartments divided by a two-hour fire resistant wall.
· Oxygen and Acetylene welding cylinders are to be trolley mounted and limited to daily use. After working hours or when not in use they are to be placed by a convenient access door with a warning sign outside stating “WARNING INDUSTRIAL GAS CYLINDERS INSIDE ON THE RIGHT OR LEFT” whichever the case may be.

The use and location of Medical Oxygen must be recorded on the residents PEEP, the National Health and safety Manager will be informed and will make the relevant Fire Service aware of the presence of medicated oxygen in the property and its location. Property managers are to ensure that accurate details are held within the properties ‘Grab Bag’ which include location and quantity of medicated   which can be passed onto the attending fire crews. 
Describe any site specific issues here, include location of any gas cylinders, including oxygen in resident’s flats.
Not applicable to this site as no gas cylinders at any of the buildings.
17. Flammable Liquids Including Fuels/ lubricants/ Paints

Flammable liquids are only to be stored in buildings or compounds reserved solely for the storage of such liquids. The following safety recommendations are provided for the use and handling of flammable liquids:

All containers both empty and full are to be stored in the upright position in their original containers with their caps closed.

The quantity of flammable liquid held in is to be limited to the amount required for daily use but will not exceed 2 litres. Receptacles containing flammable liquids are to be closed after use and stored in a metal locker provided specially for the purpose.
In all cases a COSHH risk assessment will be completed and along with the relevant chemical safety data sheet will be filed within the COSHH file.
State the location of any COSHH cupboards and COSHH Risk assessments. Don’t forget that RA’s shall be kept in COSHH cupboards as well as management offices. All COSHH RA’s are signed by full team.
Each building has a site specific COSHH cupboard for cleaning materials and chemicals. Maintenance has  a COSHH cupboard in building 1. 
18. Storerooms

All rooms used for storage present a high fire risk; as such they must be afforded a greater standard of structural fire precautions. Rooms/Areas used for storage must be designated as such, and approved by an appropriate Fire Service Officer, prior to use. A high standard of fire prevention must be maintained within these areas.

General Storage: The following precautions are to be observed in all store areas:

· No combustible material are to be stored in electrical switch rooms.

· All store rooms to be kept tidy and a good level of housekeeping is to be maintained.
· Flammable substances will be kept to a minimum and in appropriate storage cupboards.

· Sources of ignition shall be removed.
· A COSHH file will be available within the store which will contain the COSHH risk assessments and the chemical data sheets.
Describe and site specific issues/ materials here
Plan in place to clear cupboards of unwanted materials
19. Contractors

Due to the scale and complexity of the properties under Homes for Students, there will be a requirement to have a variety of external contractors attending our properties to undertake specific works which may include but not limited to building maintenance, statutory services and/or remedial works, equipment installation, refurbishments, surveys etc. 

For clarity and as identified Contractors are professionals who provide skills or services to companies for a set period, they may be contracted for a set number of hours, a certain timeframe, or the duration of a project. Contractors can be self-employed, and work independently as sole traders, or they can run their own limited company.  
It will be the policy of Homes for Students that a mandatory permit to work system will be in operation whereby all contractors will report to a reception area which will be signposted at the entrance to the premises, all contractors are required to sign in and out of site using the Site Visit Record Sheet. In addition to this the contractors will be required to complete the permit to work, it must be noted that failure to do so will result in no works being undertaken at the property. 

Please find below the permit works that maybe required to be completed prior to any works being undertaken: 

· Permit to Work is required for all works and needs to be logged in the Permit log (CS-HS-329 Form 02 - Permit Log)

· Working at heights Permit to Work (CS-HS-329-Form 03)

· Hot Works Permit (CS-HS-308-Form 11).

Contractors Assessment
All contractors that attend Homes for Students properties will undergo a vetting process to ensure that they have suitable and sufficient risk assessments, RAMS, insurance policies and in addition competence checks on individual engineers will be undertaken prior to any works being undertaken. Regular maintenance contractors or contractors engaged for construction work must have a health and safety file on site containing this information.

The Property Manager must ensure that contractors engaged to carry out maintenance; repairs, etc. are competent to do the work and carry it out without risk to themselves, students/residents and/or Homes for Students employees. All contractors that undertake works within Homes for Students properties must be on the approved list of contractors and undergone the relevant assessment. 

Contractors such as cleaners, caterers, agency staff etc. are not required to complete a health and safety questionnaire, however, Property Managers must satisfy themselves that they are competent to undertake the required task.

Conditions for the Employment of Contractors
The Property Managers are responsible for the safe operation of their sites and will require contractors to act in the manner set out below, all matters that have a bearing on the safety on site of staff and other parties.

Contractors Safety
As required under the Under Health and Safety at Work etc Act 1974, the Management of Health and Safety at Work Regulations 1999 and other relevant legislation. Homes for Students has robust policies and procedures in place to manage the safety and wellbeing of contractors that attend our properties, however the contractors attending our properties have an obligation and required by law to ensure their safety and that of other and to this end contractors attending our properties must provide the following:

· Risk Assessment and Method Statement for construction/ maintenance work.
· COSHH Assessments for any hazardous substances used.
· Details of any accidents which occur on company premises.
· Contractors’ safety performance must be monitored at periodic intervals by completion of an MSR Safety Inspection Report.

· Contractors shall comply with all relevant Health & Safety Law and Health & Safety Rules and provide copies of current Public and Employee Liability Insurance and a Method Statement on request.

· Contractors must work in accordance with the Method Statement and Permit to Work/agreed Safe System of Work documentation at all times.

· Contractors must only do the work specified and no other.
· Contractors must ensure that your work area is in a safe and tidy condition at all times.
· All persons under your control shall be competent to work safely.
· Contractors are responsible for ensuring that appropriate Portable Fire Appliances are provided, where this forms part of the contract that all persons under their control know the Fire Procedures for the site and location of the nearest Portable Fire Appliance.

· The normal means of escape must not be obstructed without temporary alternative arrangements being made and approved.

· Faulty tools and equipment must not be brought onto site.
· 110V CTE electrical tools are preferred. If 240V tools are used, they must be double insulated, and RCD protected.

· All extension leads must be properly terminated with the appropriate plugs/sockets and be otherwise un-jointed.

· Suitable Personal Protective Equipment shall be worn when necessary and must be properly maintained.
Contractor Safety Briefing.

Reception or other staff must give the visitor a short briefing which covers the following points as a minimum:

1) Stay with your host 

2) You are subject to the Health and Safety at Work etc Act 1974, other relevant legislation, and Company rules whilst on the premises. 

3) Your host will advise you of any site rules of PPE you must wear

4) If the fire alarm sounds, please follow the instructions of your host. 

5) Please observe the ‘No Smoking’ policy. 

6) Please observe site speed limited. 

7) The location of toilets.

In addition to the above a Visitors Pass must be issued to the visitor which must be worn at all times and returned to reception prior to leaving.

20. Fire Prevention Checks - Daily Closing Down Drill

A fire prevention check is to be carried out of all buildings at the termination of the day’s work prior to the premises being vacated. The following precautions are to be observed:

With the exception of essential systems which must continue to operate after normal working hours, all electrical appliances and lighting systems should be switched off and where possible, disconnected from the supply by a person nominated for this purpose. Where electrical equipment is required to operate, outside of normal working hours, a register is to be maintained indicating the location and that such equipment has been authorised by a competent authority.  

Waste paper bins are to be emptied and the contents removed from the building.

21. Duties and responsibilities.
The Board of Directors, in particular the Chief Executive Officer Martin Corbett accepts ultimate responsibility and is accountable for the Health, Safety and Wellbeing within Homes for Students. In addition, the Board of Directors will be responsible for the strategic vision, development and monitoring of Health and Safety within Homes for Students. 

The Board has delegated the responsibility of Health and Safety and that of fire safety to the Managing Director Kate Forester to ensure that all reasonable measures are taken to provide a safe environment for all Homes for Students employees, students and those who may be affected by its undertakings.  

Managing Director
· Is responsible for all fire matters.

· Is to appoint fire Wardens.

· Is to approve the Fire Safety Management Plan.

· Is to ensure that suitable and sufficient assessments of the risks to which relevant persons are exposed for the purpose of identifying the general fire precautions needed to take to comply with current legislation.

· Is to draw attention periodically in meetings, the need for all personnel to observe fire prevention measures contained in the Fire Safety Plan and to point out that disciplinary measures may be taken against any person infringing Fire Safety.
Property Managers:
· Having a delegated direct responsibility for the implementing this policy within all activities under control.
· Ensuring that employees have access to means of communication whereby they can raise any fire safety matters.
· Ensuring that any safety training matters are identified and scheduled for action at the necessary intervals, with records held.
· Ensuring that all fire precautions are maintained that employees receive training in fire evacuation procedures and that fire actions are recorded.
· Ensure that all COSHH Assessments have been carried out on the hazardous substances used by the company.
· Ensure that all fire risk assessments are undertaken, and any significant findings are shared and reported.
· Ensure that all actions identified within external fire risk assessments are uploaded and are addressed and ensuring they are completed within the time specified
Fire Wardens:

· Are to be nominated by Scheme managers.

· Are to be trained in the duties of Fire Safety.
· Are to advise their Line Manager and to supervise, maintain, control and liaise with the appropriate Fire Authority on all fire matters on behalf of the Chief Executive.
· Fire prevention measures, arrange fire practices at not less than six monthly intervals and maintain the fire diary.

· Ensure overdue dates for the testing of all Fire Fighting equipment are reported to Asset Management and appropriate records are maintained and kept.

· Are to ensure that fire signs, notices and posters are displayed as appropriate.

· Are to establish liaison with the nearest Local Fire Station.

· Are to publish at regular intervals fire safety and fire prevention information and relevant extracts from the Fire Safety Management Plan.

· Are to ensure that all the records required under fire safety legislation/regulations are kept and correctly maintained.

All team members:

· Are to read and comply with the requirements of the Fire Safety Management Plan.

· Are not to intentionally or recklessly misuse any fire fighting or fire safety equipment.

· Are to report to the appropriate authority, any faulty fire fighting or fire safety equipment, any non-compliance with Fire Safety Orders and any misuse of fire fighting or fire safety equipment.

· The misuse of fire fighting equipment and fire safety equipment, contravenes regulations. Disciplinary action will be taken against all offenders

Describe and site specific issues here
Each team member is aware of their fire safety responsibilities and have completed the required E learning modules for fire safety and awareness.
22. Assistance

The Fire Service is to be called immediately to all outbreaks of fire by the quickest means possible. By telephone by dialling 999.
23. Action to be taken after a Fire

The Fire Service is the only authority who can declare a building safe for re-occupation, following an outbreak of fire. This will be dependent on the level of damage and an inspection by structural engineers may be necessary before re-occupation can be considered. 

On no account are unauthorised persons to be allowed to interfere with the remains of any fire until the relevant Fire Service Officer has carried out an investigation.
Emergency Contact for Site

	Name
	Position
	Address
	Telephone

	Julie Hartwanger
	General Manager
	
	07985177962

	Alex Shotbolt
	Portfolio Manager
	
	07704769742

	
	
	
	


Emergency Arrangements

24. FIRE SAFETY –Practical Advice
Although fire precautions are mainly common sense, even a small fire can be life threatening within a few minutes.  The purpose of these notes is to remind you to be well acquainted with the location of all fire alarm points, escape routes, fire exits and the assembly point.  Take time to familiarise yourself with the different types of fire extinguishers:

· Water

· Dry Powder

· Foam

· Carbon Dioxide

The Fire Service recommends that you only tackle a fire if it doesn't put you in any personal danger. IF IN DOUBT GET OUT!!!!
Follow the “waste bin rule”. 

If the fire is larger than the approximate size of a waste bin, a fire extinguisher will have no effect. So follow the fire procedure, send for the Fire Service (9-999) and evacuate the building.

A Few Practical Hints

· Report any faulty plugs, switches, worn cables/leads or sockets.

· Before leaving your workstation each evening switch off electrical equipment unless it is designed to be permanently connected.

· Please be aware of the end of day procedures should you be the last one to leave the office (these can be found on the intranet).

· Don't wedge open any fire doors as this warps the door, inhibits closure and will allow smoke and fire to move freely between compartments.
· Don't stack anything in corridors especially near Fire Exits; these are your escape routes.

· Please ensure that all fire extinguishers are kept clear and unobstructed at all times.

SMOKE ONLY IN THE DESIGNATED EXTERNAL SMOKING AREA.

If you are going out, for either a business appointment or lunch break always tell a member of your team.  Please also ensure you inform Customer Services of any offsite meetings and sign in and report to CSA’s so the notice board can be updated.  This is very important as it will save time looking for you in the event of fire.

If you hear the Fire Alarm (which is a continuous ring) don't assume it's just a drill and ignore it.  Follow the rules, remember that a practice could save your life in the event of a fire.

25. Fire Awareness- Safety – Procedures
· Anyone discovering a fire, no matter how small, should operate the nearest fire alarm call point immediately. This can be done by breaking the glass to activate the alarm. Dial 9-999. (The person who activated the alarm must inform the roll caller of this fact).

· On hearing the fire alarm (a long continuous ring) everyone should leave the building immediately by the nearest fire exit and proceed to the fire assembly point in the car park. Terminate any telephone conversations immediately. 

· Report to the designated assembly point.

· Line up against the allocated number for your floor in order to report to the person taking the register.

· Terminate any telephone conversations immediately. 

· Include site arrangements for persons with mobility impairment
DO NOT STOP OR RETURN TO COLLECT PERSONAL BELONGINGS, DO NOT USE LIFTS, DO NOT, UNDER ANY CIRCUMSTANCES RE-ENTER THE BUILDING

· Escort any visitor for whom you are responsible out of the building through the nearest exit point to the fire assembly point on xxxxxxxxx
· Assist persons with mobility improvement.

· If any exit or corridor is blocked or restricted by fire, do not attempt to go through it.  Find an alternative exit route.

IMMEDIATELY dial 999 and ask for the Fire Service

Give precise Location 

Insert address here:
New Century Place

East Street

Reading

RG1 4ET
Part 2 - Action in the Outbreak of Fire



26. By Persons Discovering a Fire
· Shout “FIRE” continuously and raise the alarm by sounding the nearest fire alarm. This can be done by breaking the glass to activate the alarm. (The person who activated the alarm must inform the roll caller of this fact).

· Contact the emergency services Dial 9-999 stating the exact location of the fire if known.  Note: For Head Office only, the CSA’s will contact the emergency services.

· DO NOT REPLACE THE RECEIVER UNTIL YOUR MESSAGE HAS BEEN REPEATED BACK TO YOU THAT FIRE SERVICE HAS BEEN CALLED

· Then evacuate the building as quickly as possible.

27. By All Other Personnel
· Close all doors and windows of the building in your area of responsibility, where safe to do so.

· Leave the building as quickly as possible be the nearest emergency exit.
· All personnel are to move immediately to the designated assembly area.

· Terminate any telephone conversations immediately.

· Anyone in a wheelchair within a building should be directed to a refuge point on a stairway and accompanied until the fire crew arrive and only if safe to do so.  An attempt to evacuate a wheel chair user should be carried out if physically possible, if assistance is available and only if safe to do so.

· The Senior Person present is to take note of all persons present at the assembly point and organise them so they remain in a safe area. 

· Escort any visitor for whom you are responsible out of the building through the nearest exit point to the fire assembly point.

· If any exit or corridor is blocked or restricted by fire, do not attempt to go through it.  Find an alternative exit route.

· If the site is manned by reception personnel those persons should take with them the Visitors Book which contain copies of the current fire register and also take the floor plans for the building proceed to the designated fire assembly point and hand over to the senior person present.

28. Fire Warden:

· Sweep the building common areas they are responsible for, ensuring that people leave quickly in an orderly fashion.  All areas of the floor should be checked, including; meeting rooms, toilets, showers and kitchen/staff room.  Use high visibility vests/arm bands if available.

· In residential situations Individual flats can not be practicable checked

· Attempt the evacuation of any persons in a wheelchair only if safe to do so.  Nominate assistance if available to assist with the evacuation of wheelchair users.

· Report to the Senior Person Present at the assembly point to confirm that the floor has been checked.  Making a point to update them if:

· Other Fire Marshalls are present

· Floor Clear

· There are any disabled people waiting for assistance 

· Injured / trapped people in need of assistance and confirm location

· Then wait in line in your designated assembly point.

DO NOT RE-ENTER THE BUILDING UNTIL IT IS DECLARED SAFE TO DO SO BY THE SENIOR FIRE BRIGADE OFFICER PRESENT.  DO NOT STOP OR RETURN TO COLLECT PERSONAL BELONGINGS AND DO NOT USE LIFTS
Fire Wardens:

	Julie Hartwanger
	
	

	Matthew Cox
	
	

	Claire Finnerty
	
	

	Josephine Akwuba
	
	

	Valentina Romaniuk
	
	


YOUR SITE SPECIFIC MUSTER AREA IS:

………………………………Bourne Stevens Close…………………………………………………………………………
Appendix 2 – Weekly Site Visual Check

	
Item or Location
	Satisfactory

Y/N
	Comment/ Action

	Main doors/ fire exits open freely, are clear and secure
	
	

	Internal common fire doors all closed and working correctly
	
	


	Emergency voice communication system operational, line is clear
	
	

	Internal & External lights all working and

emergency charge lights on
	
	

	Dry Risers are clear of obstruction and any Sprinkler Systems installed show no faults
	
	

	Automatic Opening Vents(AOV) operate and secure
	
	

	Communal fire extinguishers serviceable
	
	

	Roof access securely locked and steps, stairs and flooring hazard free and in good repair


	
	

	Car park, bin stores & external areas free of hazards
	
	

	External gates/ fencing secure

Automatic gate safety device working
	
	

	Lift emergency call points operational, lines connect and are clear
	
	

	Comms cabinet secure, sterile, and uncluttered
	
	

	Laundry Machines operational and lint cleared from trays
	
	

	First aid kit and emergency grab bag up to date and accessible
	
	


Homes for Students is committed to and will ensure that all fire safety matters are addressed, managed, and treated with the utmost importance, to this end Homes for Students have adopted and implemented robust policies and procedures to ensure the management of fire safety across the entire portfolio which is driven/guided by current legislation and best practice. 

As such the purpose of this document is to outline and evidence the robust procedures and policies implemented which will extend across new and existing properties and will cover the following areas: 

· Fire Safety Policy and associated documentation

· Fire strategies 

· Evacuation strategy

Fire safety policy and associated documentation:

As required by the Regulatory Reform (Fire Safety) Order, a legal duty is placed upon Homes for students to ensure that there are effective and suitable fire safety arrangements in place as detailed within Article 11 of the Order, to this end Homes for Students recognises its responsibilities under this Article and has a robust fire safety policy in place to demonstrate their commitment to fire safety and will be used in conjunction with other policies to underpin the arrangements, procedures and systems adopted to ensure that safety risks are manged as is reasonably practicable. 

In addition to the Fire Safety Policy each property will have a specific fire safety management plan in place which will address all fire safety matters relating to that specific property, this will be reviewed by the property team annually and/or in the event of significant findings or where a fire has occurred.

Fire Strategies: 

By definition a fire strategy is a complex document specifically tailored to a building, reviewing all aspects of the building’s fire safety features including construction, compartmentation strategy, evacuation strategy, means of escape and other fire safety features/measures - including specific management arrangements in place to ensure it is fit for use for the end user of the premises or intended purpose group. 

Following receipt of this document as the end user, Homes for Student will ensure that the management of fire safety is based upon the fire strategy and the specific requirements for that building and will form part of the ‘Golden thread of information’ as required by current legislation with specific areas of attention will be given to the life safety system within the building and the evacuation strategy implanted. 

Evacuation Strategy:  

Following receipt of the fire strategy, Homes for Students as the managing agent for the property, will adopt the evacuation strategy identified within the fire strategy and will ensure that this is fully implemented and in full operation prior to occupancy. 

The evacuation strategy will be clearly communicated with attention given to how Homes for Students, in this case how the property team will manage and facilitate the evacuation of all residents/students with specific consideration given to the evacuation of disabled students and/or guests within the property. To ensure this the following will be implemented: 

Procedures and Policies: 

· Robust policies and procedures will be implemented to ensure that all residents/students and staff will safely evacuate the building, this will be achieved by:

· The evacuation strategy being clearly communicated at the time of check in of residents/students, 

· Clear and un-obstructed signage in the form of fire action notices, will be in place stating the evacuation strategy and what to do in the event of a fire alarm activation and/or a fire situation, 

· Regular fire drill will be undertaken to re-enforce that all residents/team members know what to do in the event of a fire alarm activation and how to safely evacuate the building safely, 

· All team members will undertake fire warden and fire extinguisher training, 

· All unwanted fire activations will be investigated and addressed accordingly. 

· Robust tests and checks will be implemented to ensure that the early warning system and the life safety systems are fully operational and is without fault (all faults identified will be addressed and rectified as soon as practicable), as such weekly, monthly and annual checks/inspections will be undertaken by our property teams and in addition to this we have a national frame work in place whereby our external incumbent service providers will undertake the statutory servicing of all the life safety equipment. 

Actions following a fire alarm activation: 

· We have a clear and well-rehearsed procedure in place for dealing with fire alarm activations that has been proven to be effective, 

· An external monitoring system will be in place, who will be alerted to ALL fire alarm activations which in turn will trigger an escalation process, the escalation process may be implemented as follows (however this is dependent of the evacuation strategy for the building): 

1. The property mobile will be contacted to make the team (during office hours) aware of a fire alarm activation, if not done so already the fire alarm activation will be immediately investigated, outside of office hours and over the weekend security in place will be contacted (if in place),

2. As detailed within the fire strategy, an initial investigation period may be in place to allow for the reason for the activation, should this be a false alarm the fire panel will be silenced and re-set whoever if a fire is identified then an immediate evacuation will take place with the fire service being notified and their attendance requested. In all instances and without fail the fire service WILL BE called/notified of the activation where the monitoring company has not been able to reach the property phone and/or security, 

3. Once a fire has been identified the fire panel WILL NOT be silenced and/or reset, this is to ensure that an effective and immediate evacuation takes place and in addition provides the oncoming fire crews with a location of the fire compartment, 

4. All students/residents and team members will evacuate as detailed within the fire strategy in the event of a full evacuation and will assemble at the fire assembly point. The fire assembly point will be identified as to its suitability once we have taken management of the building this is to ensure that the area identified is suitable and sufficient for the number of occupant and that it won’t impede on and/or delay the attending fire appliances and/or hamper firefighting operations. At this time additional consideration will be given to the incident being protracted and/or to the additional resources required. It must be noted that the fire assembly point WILL be clearly communicated to all residents/students and team members and in addition this will be visually displayed within the fire action notices that are located throughout the property. 

· Following a fire alarm activation, we have a policy in place that requires all activations be fully investigated, recorded and followed up, where required and if deemed appropriate training/education on fire safety will be given. 

· It must be noted that each fire authority has their own specific requirement as to when they are to be alerted to a fire alarm activation BUT in all instances if a fire and/or smoke situation is found or exists then strict instructions is given to the property teams to make the fire service aware as soon as possible by calling 999. 

As the managing agent, we have a specific and statutory duty/obligation to ensure that all resident/students having a disability can safely and effectively evacuate the building, as such we would ensure that upon notification of a student/guest having a disability a PEEP’s will be undertaken, this is to assess and ensure that we can safely and effectively facilitate their evacuation.

The PEEP will be conducted/undertaken with the student to ascertain what and/or if any addition measures are required to facilitate their evacuation, at the this time the following listed below would be taken into consideration whilst undertaking the PEEP’s:  

The building:

· The evacuation strategy for the building as identified within the fire strategy, 

· The compartmentation of the building, which includes escape route, lobbied areas, communal/landlord areas and habitable rooms.

· The proposed evacuation strategy within the fire strategy for evacuating disabled students/guests, which would include direction of travel, refuge points, fire fighter lifts etc. 

· The grade of alarm system in place and in conjunction with the Cause and Effect how it would operate in a fire situation, 

· Levels of staffing during working hours and out of hours.

· Presence of security and if an external monitoring systems in place.
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