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Policy for Fire Safety
April 2021

Reviewed by Project director George McGowan and Agreed by the Board – Signed by chairperson Charles O Donnell.

Fire Safety Policy

Policy Statement:

1. In the event of fire, the safety of life will override all other considerations, such as saving property and extinguishing the fire.

2. If a fire is discovered, the alarm will be raised immediately. This should be the first action taken upon discovery of any fire, however small.

3. All employees are empowered to take this action if they believe there is a fire, and no authority should be sought from any other person. The practice will always support employees who operate the fire alarm system in good faith, regardless of whether or not it is ultimately determined that a fire existed.

4. Responsibility for summoning the fire brigade is outlined in the fire procedures. The persons responsible are Fire Marshalls George McGowan & Paddy McDonnell.

5. The practice does not require persons to attempt to extinguish a fire, but extinguishing action may be taken if it is safe to do so. Guidance on the circumstances under which firefighting should be avoided or discontinued will be included in staff fire safety training delivered on an annual basis by an external company.

6. Immediate evacuation of the building must take place as soon as the alarm sounds. All occupants, upon evacuation, should report to the pre-determined assembly point at the rear carpark of the building.

7. Staff should remain as calm as possible and help any patients, visitors, disabled persons, or contractors on the premises to evacuate.

8. Where possible and safe to do so, check all rooms (in particular toilets) to ensure no patients or staff remain in them or are trapped. All staff are assigned a particular area in the building to check where it is safe to do so and report this back to the designated fire Marshalls at the fire assembly point.

9. Re-entry of the building is strictly prohibited until the fire brigade officer in charge declares it is safe to do so. Silencing of the fire alarm system should never be taken as an indication that it is safe to re-enter the building.

10. Employees should report any concerns regarding fire procedures, so the practice can investigate and take remedial action if necessary.

At the Old Library Trust (OLT) we do everything necessary to ensure that all reasonable measures for fire prevention and fire safety are taken. 

We have two nominated Fire Safety Officers who are appropriately trained. All staff members are trained in fire prevention and fire safety procedures and practices. Each individual staff member understands their role and responsibilities in relation to the fire safety measures in the service. 
Appropriate fire detection and control equipment (for example, fire alarms, smoke detectors, fire blankets and fire extinguishers) are in place and we ensure that they are properly maintained and in proper working order. 

Records are kept of monitoring and maintenance of all fire detection and control equipment. Records are also kept of all fire drills as well as all monitoring and reviews carried out.

Fire exits are clearly identifiable. All fire doors are kept free from obstruction and are easily opened from the inside.

We have clear written procedures attached to this policy for all aspects of fire safety including: 

1. Fire prevention

2. Training and informing staff members

3. Raising the alarm if necessary and contacting emergency services

4. Emergency evacuation

5. Monitoring, reviewing, and recording all activities relating to fire prevention and fire safety


Procedures & Practices
Fire Prevention

The Old Library Trust carries out a number of tasks in the prevention of Fire. They are as follows:

· Building Access & Emergency Evacuation Routes:

All doors, windows, and all access into and out of your buildings is continually clear so occupants can use emergency evacuation routes to get out easily, and the fire service can get in.

The facility also has unobstructed fire doors, overhead doors, and other exterior doors, hallways, pathways, stairways, windows, and outdoor areas. These zones cannot be blocked by anything & by practicing this every day, we cover one of the most vital fire safety features in the building.
· Fire Safety Exit Signs & Fire Alarms

Exit signage and lighting is continually illuminated and easily seen, even in a power outage. Exit signs are bright and free from obstruction, emergency lighting units functional, and exit signs and lighting are fully charged and reliable. The Emergency lighting systems are reviewed by an independent body on an annual basis an certified that they are all in working order. The latest emergency light inspection certification was in September 2020.
Fire alarm systems including the fire alarms themselves, all components that make them work, those that feed into the alarms, and those that are connected to them detect and alert people to many different life-threatening and property-damaging hazards. BHP carryout 2 6monthly routine inspections of the fire alarm units and the Caretaker and fire officer carry our weekly check of the units and call points as a backup. All information in recorded in the fire logbook held in the reception area.
· Practice Good Daily Habits for Building Fire Prevention

There are countless areas in the workplace where fire hazards can cultivate. The organisation carries out daily fire prevention and safety measures to minimize fire hazards. These include the following:

· waste is properly stowed in waste/recycling bins, not piled up in any area, especially doorways.
· Extension leads are not in permanent use; those that are should be industrial grade and grounded.
· Smoking is not permitted in the building or within the immediate vicinity 

· Combustible materials/liquids are stored securely in approved cabinet per regulations.
· Electrical appliances are visually inspected twice a year with a full electrical installation report produced on an annual basis.
· All supplies are at least 3 ft. from heating units and ductwork.
· All fire extinguishers are fully charged, not damaged, and readily accessible; none are missing.
· Preventative Inspections & Maintenance for Fire Protection Systems

The old library trust looks after it is building and its systems. Preventative, regularly scheduled inspections are required for:

· Fire systems

· Kitchen hoods
· Fire alarms

· Fire extinguishers

· Alarms, monitors, detectors

These inspections will discover anything that is not in working order so maintenance can be performed. Keeping our fire protection systems functional is essential to building fire prevention and stopping fire before it spreads.
· Train Staff on Workplace Fire Prevention & Safety Measures
A common cause of fire is human error. This can come in the form of negligence, accidental mishaps, improper use of equipment, or lack of fire safety training.

A primary step taken by the OLT is to train staff how to use fire extinguishers & encourage vigilance. All staff are properly trained on fire prevention and safety measures on an annual basis and the Project director also urges employees to report any potential fire hazards right away. Staff have all been assigned roles in relation to fire evacuation and assist with the process should needs be
· Only use reputable fire associated companies

The Old Library Trust uses only reputable fire associated companies to assist in both the prevention and management of Fire safety. This includes training, inspection, and testing. Companies such as global horizons for training, AMD electrical for emergency lighting and BHP alarms are part of those on the register alongside John Gurney and SCT Fire and safety in Limavady for Risk assessments and fire extinguishers.
Fire Safety Officer

Detail below on Fire safety officers and associated roles
· Both the Project director and the Caretaker (George McGowan & Paddy McConnell) are the recognised fire safety officers for the organisation and receive training on an annual basis
· In terms of the fire evacuation all staff have a leading role in helping to evacuate the building
· Aine / Roisin/ deirdre & Sinead – Assist with upper floor, left hand side from offices, healthy lifestyle studio and corridors

· Jonathan & Conor assist with upper floor right hand side corridors, therapy rooms and Surestart spaces

· Julie, Sabrina & Dee assist with lower floor left, right and frontal respectively.

· George oversees upper floor and paddy oversees lower floor – Paddy brings logbook and sign in book to the fire evacuation point.
Staff will limited mobility and other health related issues do not have to take on any fire safety duties and should concentrate on getting themselves out of the building as soon as possible. 
Training and information

All staff receive instruction and training on fire prevention and fire safety procedures on an annual basis that includes awareness of and trained in the procedures to be followed in case of fire as well as being familiar with the location of any firefighting equipment and trained in the use of such equipment.
Fire safety equipment 

· SCT Limavady are responsible for updating and monitoring the fire prevention and fire safety equipment in the building and making sure it is in working order (e.g., fire extinguishers and fire blankets). 

· Fire officer Paddy McConnell is responsible for ensuring that records are kept of the monitoring and maintenance carried out and are written in the fire logbook situated at reception. Paddy carries out a visual inspection that the equipment is in place and is ready to use following review.
Fir evacuation chair

· The fire evacuation chair to assist those more vulnerable exiting the building is located at the top of the stairwell on the lislane end of the building. All staff have been trained how to use and assist the most vulnerable to exit in an emergency. The area designated at the top of the stairwell is also a safe refuse point and will allow for extra time for individuals to stay in order for hep to arrive should it be needed. 
Fire Doors 

·  All fire doors are kept closed at all times. Only in times of extreme temperature will some doors be open. At the end of the day all doors are checked by both the fire safety officer, staff, and tenants to ensure that they are fit for purpose. 
· The caretaker and project director, staff and tenants ensure that corridors, landings, stairways, and escape routes are kept clear at all times of anything that is likely to cause a fire or accident or slow down evacuation in an emergency. 

Procedure for preparing the children for fire drill/evacuation

· Fire drills with the children are carried out in accordance with the organisations general fire drills twice a year. The children’s centre have direct access to the back to the building on a number of exits close hand to the fire evacuation meeting point at the car park. The frequency and timing of fire drills and that fire drills will be practised by the setting off of the fire alarm.

Procedure in the event of fire

This plan is broken down as follows: 

· Raising the alarm

· Calling the fire brigade

· A clear evacuation procedure

· An assembly point and roll call procedure 

· Fighting the fire (if safe to do so) 

· Assisting the fire brigade. 

Raising the alarm 
There are a number of ways in which staff, tenants and users are encouraged to raise the alarm.
· By shouting ‘Fire Fire Fire’

· By breaking the glass on the many alarm points across the building

· By reacting to the alarm system and exiting the building.
Calling the Fire Brigade
The Fire Brigade should be called immediately in the event of fire, however small. The OLT encourages those who are immediately to contact the Fire brigade. Where possible the receptionist on duty can assist and can should it be achievable. When calling the Fire Brigade give clear information including: 

· Name of the building- The Old Library Trust
· Address of the building- 59 central drive
· Postcode- BT489QG
· Directions to the building- central drive, next to bishop’s field sports hall and across from the Telstar bar.
· Type of fire situation (if available), for example, fire location, fire size, materials involved, persons missing.

An evacuation procedure 

The evacuation procedure will be initiated as soon as is necessary. The evacuation procedures are detailed below:
EVACUATION PROCEDURES

Upon hearing the alarm -

· Prepare to evacuate.

· Get workplace ready to be left unattended. Shut down computers and electrical equipment, if safe to do so for example
· For fire, fire doors will close automatically as you go – do not lock them. In the case of a bomb threat, leave doors open.

· Assist any person in immediate danger if safe to do so.

· Leave the building via the nearest safe route.

· Obey all directions from staff and fire safety marshals.
· Move calmly to the assembly point (Carpark at the back of the OLT building)
· Follow closely the instructions of emergency services personnel and marshals
· Wait for the OK to re-enter the building.

FIRE

· Ring 999 and provide details of the fire.

· Assist any person in immediate danger (only if safe to do so).

· If safe to do so, close doors to minimise spread of the fire.

· Attack the fire only if safe to do so.

· Contact nearest Marshall and follow their directions.

· Assist with the evacuation of mobility impaired occupants if safe to do so
· Move to the nominated evacuation assembly point, and stay there until the All Clear has been given.

· Follow closely the instructions of emergency services personnel and fire marshals.
MEDICAL EMERGENCY

Assess the situation -

· Do not move a casualty unless they are exposed to a life-threatening situation.

· Contact the nearest first aid officer.

· In extreme emergency situations contact the ambulance service by dialling 999
· Arrange for the ambulance to be met at the front door.

· Remain with the casualty and administer first aid as appropriate until assistance arrives.

· Follow closely the instructions of emergency services personnel and campus wardens. 

BOMB THREAT
On receipt of a telephone bomb threat: 

· Keep the caller talking (do not hang up).

· Remain calm and do not say or do anything that may encourage irrational behaviour.

· Ask someone else to ring 999.

· DO NOT use mobile phones. Turn them all off.

· Evacuate the building via alternate exits, leaving doors and windows open.

· Take personal belongings with you, noting any suspicious parcels in your area as you leave.

· Move to assembly point maintaining a clear distance from parked vehicles.

· Follow closely the instructions of emergency services personnel and campus wardens.

CIVIL DISTURBANCE

· Keep well clear of the disturbance and do not say or do anything that may encourage irrational behaviour.

· The project director will consider” locking down” the building to prevent unauthorised entry.

· Follow closely the instructions of emergency services personnel and campus wardens.

· Evacuate the building only if instructed to do so by emergency services personnel

ATTACK OR ARMED THREAT

· Keep well clear of the intruder and do not say or do anything that may encourage irrational behaviour.

· Notify police on 999
· Note as many details as possible.

· Follow closely the instructions of emergency services personnel and campus wardens.

· Evacuate the building only if instructed to do so by emergency services personnel or campus wardens.

· Stay clear of windows.
PERSONAL PREPARATION
· Know the location of emergency exits in your building.

· Plan an escape route from your office to each exit.

· Familiarise yourself with the location of any break glass fire alarms in your building.

· Note the location of fire extinguishers.

· Familiarise yourself with the names and locations of  fire wardens.

· Familiarise yourself with the identity and location of the first aid officers and first aid kits.

FIRST AID KITS

First aid kits are in the following areas:

	Building/Room No/Area

	Reception

	Downstairs gym

	Rosconnor dental suite

	Staff kitchen Upper floor


Marshalls are:
	Area
	Name
	Ext

	Lower floor
	Paddy McDonnell
	

	Upper floor
	George McGowan
	

	
	
	

	
	
	


An assembly point and roll call procedure 

The assembly point is the carpark at the rear of the building. A roll call is taken at the assembly point to ensure all occupants are accounted for. The Fire Brigade would be notified about any missing persons when they arrive at the scene. 
A procedure for fighting the fire 

It may be possible, by the use of firefighting equipment such as a fire extinguisher or fire blanket (where it is safe to do so), to control or extinguish a very small fire incident, but any such intervention should not delay evacuation or calling the fire brigade.

Assisting the Fire Brigade 

When the Fire Brigade arrives, they need to be given as much information as possible in order to take the best course of action. The type of information required includes: 

· The location of the fire; materials involved; details of missing persons; location of nearest fire hydrants; location of all access doors to the building; location of any special risks. 

· Keys for access into any locked areas. 

Fire evacuation drills 

Drills are carried out twice a year with the aims of a fire evacuation drill: 

· To ensure safe, orderly, and efficient evacuation of all occupants of the building to use all exit facilities available in order that occupants are familiar with them. 

· To test all aspects of the emergency procedures. 

· To achieve an attitude of mind that helps everyone to respond appropriately in the event of a fire or other emergency situation. 

Emergency evacuation procedure
EVACUATION PROCEDURE

Upon hearing the alarm -

· Prepare to evacuate.

· Get workplace ready to be left unattended. Shut down computers and electrical equipment, if safe to do so for example

· For fire, fire doors will close automatically as you go – do not lock them. In the case of a bomb threat, leave doors open.

· Assist any person in immediate danger if safe to do so.

· Leave the building via the nearest safe route.

· Obey all directions from staff and fire safety marshals.
· Move calmly to the assembly point (Carpark at the back of the OLT building)

· Follow closely the instructions of emergency services personnel and marshals
· Wait for the OK to re-enter the building.

FIRE

· Ring 999 and provide details of the fire.

· Assist any person in immediate danger (only if safe to do so).

· If safe to do so, close doors to minimise spread of the fire.

· Attack the fire only if safe to do so.

· Contact nearest Marshall and follow their directions.

· Assist with the evacuation of mobility impaired occupants if safe to do so

· Move to the nominated evacuation assembly point, and stay there until the All Clear has been given.

· Follow closely the instructions of emergency services personnel and fire marshals.

Other points to consider are as follows:
· On hearing the fire alarm, children must be instructed to leave the building in single file and in a calm, orderly manner.

· The person in charge of each room must indicate the exit route to be used and everyone must be directed to a predetermined assembly point.

· Attendance registers and visitors’ book are held at a central point and will be brought to the assembly point when the alarm sounds.

· One person should be nominated to have overall responsibility to ensure that a roll call is conducted in the event of evacuation of the premises. (Paddy or George)
· When all have assembled at the assembly point, a roll or count must be made immediately to ascertain that no one has remained in the premises.

· Any visitors or contractors in the premises at that time will be included.

· The count at the assembly point will be checked using the attendance registers and visitors’ book as well as confirming with individual tenants that all service users from their function are there to verify that everyone is out of the building.

· Each room leader & tenant representative must report to the nominated person in charge of the evacuation procedure to verify that everyone in their charge is accounted for or to inform him/her of any persons missing.

· The person in charge of the roll call will identify themselves to the Fire Brigade on their arrival. In doing so, vital information can be relayed to the Fire Safety Officer, which will dictate the necessary actions to be carried out by the Fire Brigade.

Procedure for informing parents/guardians 

Emergency contact numbers will be obtained from th relevant organisation and lead representative.
Monitoring, reviewing, and recording all activities relating to fire prevention and fire safety
All records are kept up to date and available to view in logbook and on the OLT system and include the following:
· Recording the fire drills that take place.

· The number, type and maintenance records of fire-fighting equipment and smoke alarms.

Fire Risk Assessment 

A Fire Risk Assessment is carried out on an annual basis by John Gurney Fire safety. Co.uk to identify any hazards present, assess the risks arising from such hazards and identify the steps to be taken to deal with any risks. 

A safety statement is prepared which is based on the Risk Assessment. The statement contains the details of staff members who are responsible for Fire Safety issues. 

These persons are George McGowan & Paddy McConnell
The Fire Risk Assessment and Fire Safety Statement can be viewed in: 


The fire safety logbook.
The Fire Safety Statement is reviewed by the management on a regular basis. 
There are five steps to fire risk assessment:

Step 1 Identify the fire hazard

For example, how could a fire start? What could burn? Are exits accessible and are they easy and quick to open without having to locate any keys? 

Step 2 Identify people at risk

For example, employees, visitors to the premises, and anyone who may be particularly vulnerable such as children, older people, disabled people.

Step 3 Evaluate, remove or reduce and protect from risk

Think about what you have found in steps 1 and 2 and remove and reduce any risks to protect people and premises.

Step 4 Record, plan, inform, instruct and train

Keep a record of the risks you have identified and what actions you have taken to reduce or remove them.

Step 5 Review

Regularly review your Risk Assessment to make sure it remains up to date and reflects any changes that may have happened. For example, if you change the layout of any rooms or how you use each room. If there are any changes to how your premises is used, you must tell the Fire Safety Officer.

1. Communication Plan

All staff & tenants are informed of the policy and procedures regarding Fire Safety on registration, staff induction and at various team meetings throughout the year. 
The Policy Statement will be included in the staff and tenant handbook. All staff members will receive training and this policy will also be reviewed with staff at induction and annual staff training.
A copy of all policies will be available during all hours of operation to staff members and tenants from the project director.
Staff & tenants may receive a copy of the policy at any time upon request. 

Staff and tenants will receive written notification of any updates.

Related Policies, Procedures and Forms 
· Risk Management Policy

· Policy on Accidents and Incidents

· Health and Safety Policy
· Communication Policy 


· Accident Report Form

Signed: 01/04/2021 (Digital signature due to Covid restrictions)
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