Introduction.



Fire regulations and the Management of Health & Safety at Work Regulations 1999 requires suitable and sufficient assessments to be made of the risks of fire occurring in the workplace and of the risks to people in the event of fire.



The principle objective of the Fire Risk assessment is to help determine if enough is being done to prevent a fire from starting and to limit the consequences to people if a fire were to start in the workplace.



This guidance note serves to provide a general understanding of the principles of Fire Risk Assessment and in particular may be used as the operational guidelines for Cafcass Risk Assessors to follow when conducting such assessments.



The following guidance may be used to assist the assessor with the practical task of carrying out a Fire Risk Assessment. It should not be applied without having first read the Cafcass-SP12 Safety Procedure and having received appropriate training in Fire Risk Assessment principles as outlined in para. 2.1.6 of that procedure. 









Operational Guidance on Conducting a Fire Risk Assessment.



Print out a blank Fire Risk Assessment form (Appendix B to the procedure). 



Carry out a survey of the average population of the building and the approximate numbers of people per floor. (Take a note of persons with disabilities for future reference). Record the numbers in the boxes provided.



Establish if a fire certificate is issued for the building. (The Office Manager, Business Manager or Estates person may be able to assist). Record in the box provided.



Establish if an agreement exists with the Landlord (Where appropriate) regarding the provision and testing of fire precautions. Record in the box provided.



Now go for a walk through the workplace and using the risk of fire checklist (Section 1) try to identify all sources of Fuel, Ignition and Oxygen that may be present in the workplace. Record the details of the findings.



Consider whether arrangements are in place to ensure that housekeeping standards are continuously maintained and record your answer as a “yes” or “no”



Taking into consideration the findings of the search and the arrangements for housekeeping, State whether you consider there to be a significant risk of fire starting. Answer as a “yes” or “no”.



Note	Basic fire safety principles will assist with deciding if there is a significant risk of fire starting. Generally speaking if the sources of fuel are kept separate from the ignition sources then a fire will not start. 





Consider and answer the questions relating to fire detection and warning systems. 



Consider and answer the questions relating to means of escape.



Consider and answer the questions relating to means for fighting fire.



Consider and answer the questions relating to emergency arrangements and training.



Note	If you are in doubt about any technical question, seek assistance from your Office Manager, Business Manager or Estates person.



Carefully review the findings of the questionnaire and state whether you consider there to be adequate controls in place to limit the consequences if a fire were to start. Record your answer as a “yes” or “no” in the assessment of risk section.



Note	As a general rule any negative answer given would imply a need to improve and therefore where the assessment reflects this situation an answer of “No” would be expected. (Exceptions to this would be non-statutory elements such as automatic detection, automatic door release and associated questions).



If adequate controls are not considered to be in place use the action plan at section 3 to record the measures that are to be taken in order to adequately address the deficiencies as identified.



Create the assessment as an electronic document in line with the record keeping procedures outlined in 2.6 of the Cafcass safety procedure SP12



The assessor should print their name and enter the date of the assessment. Enter a review date of 2 years unless the hazards are significant enough to warrant an earlier review.



Where Trade Union Representatives assisted with the assessment, their name and union body should be entered also.



Arrange for a follow-up meeting with the line Manager to discuss and agree the findings and to allocate actions and timescales for completion. Where further control measures are required, line Managers must ensure that the action plan is developed and managed.



The line Manager will sign and date the assessment form indicating that they have read and that they understand the assessment findings.



The line Manager will ensure that the findings of the assessment are communicated to staff and trade union representatives and will arrange for training as appropriate to ensure the activities are performed safely.















General tips for assessors:



To help decide if your exit routes are well enough defined, walk through the corridors, offices etc and look up. If you cannot see an emergency exit route sign then you do not have enough signage. 



Some rooms have many doors, some of which may be cupboards, closets etc. In these cases and to reduce confusion, ensure that exit signs are displayed over the doors of those that will assist an easy and safe escape.



No “text-only” fire exit or direction signs must be displayed. If they do exist it is permitted to add the European standard pictogram of the “running man” symbol or directional arrow to the text sign.



Common causes of fire are from discarded smoking materials and from faulty electrical systems. By imposing a smoking ban and regularly checking for electrical faults risks of fire will be reduced.



Although Cafcass is a Non-Smoking organisation, be aware of discarded smoking materials in the doorways of buildings that may be blown in to the workplace still alight. Good housekeeping standards should ensure this is dealt with.



Many fire brigades run short training courses in fire fighting and fire Marshall / Incident Controller duties. This type of training course is considered appropriate for all Cafcass fire marshals and incident controllers.



If plastic clips are missing from an extinguisher assume that it has been removed deliberately. This may indicate that the extinguisher has been discharged, in which case it must be reported to the person responsible for the maintenance of this equipment.



Encourage the regular disposal of accumulated combustible materials in the office. Stored bags of shredded paper or recycling paper present a significant risk of fire spread.
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