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	Risk assessment carried out by
	

	Assessment date


	

	Review date


	

	Responsible person


	

	Number of staff

	

	Number of service users/pupils/clients


	

	Building used for
	


Profile of Premises


Access & exit routes: -


Number of floors: -


Hours of use: -


Access for emergency vehicles: -
Fire Safety Checklist

	Significant Hazards

	
	People / groups of people who are at risk from the hazards:

(select relevant action symbol)
	Comments / Issues found / Actions to be taken
	Select  as Appropriate
Yes        No
	By Whom?
	By When?

	
	Staff
	
	
	
	
	

	
	Visitors
	
	
	
	
	

	
	Contractors
	
	
	
	
	

	
	Service Users, Pupils or Clients
	
	
	
	
	

	
	Other occupants of the Premises
	
	
	
	
	


	Significant Hazards

	1.
	Control Of Ignition Sources
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	1.1
	· Do people smoke on site?

If No go to 1.2

· If yes – Is there a management control policy to monitor smoking areas i.e. emptying ashtrays?

· Where smoking is permitted is there an abundant supply of non-combustible ashtrays for cigarettes?
	
	
	
	
	

	1.2
	· What heating system is in place?
· Are portable heaters used?

If  No go to 1.3

· If yes – Are they securely guarded and positioned so they cannot get knocked over?

· Are they sited at a safe distance that does not pose a risk to employees and the general public?

· Are they fixed in place and sited away from combustible materials? 
	
	
	
	
	

	1.3
	· What kitchen equipment and cooking processes are used?

· Are cooking filters and ducting subject to regular cleaning and maintenance? (Evidence available).

	
	
	
	
	

	1.4
	· Are items of portable electrical equipment (including extension leads, multipoint adapters) kept to minimum, no overloading of plugs?

· Are residual current devices used?

· Is Portable Appliance Testing (PAT) carried out on portable electrical appliances? (Evidence last tested).  
	
	
	
	
	

	1.5
	· Has the mains electrical wiring been tested within the last 5 years? (Evidence last tested).


	
	
	
	
	

	1.6
	· Do flexes run in a safe place where they will not be damaged?


	
	
	
	
	

	1.7
	· Does the furniture comply with the Furniture and Furnishings Fire Safety Regulations 1988?

· Have all furniture and furnishings been examined for areas of exposed foam and damage?
	
	
	
	
	

	1.8
	· Do you operate a hot work permit procedure?


	
	
	
	
	

	1.9
	· Have measures been taken to protect against the risk of arson?

· Is the building and perimeter site regularly inspected for security and damage?

· Are appropriate measures in place to deny access to roofs?


	
	
	
	
	

	1.10
	· Are doors kept closed to prevent fire and smoke spreading from one area to another?


	
	
	
	
	

	2.
	Control of Sources of Fuel
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	2.1


	· Are there any flammable liquid based products such as paints, adhesives on site?
	
	
	
	
	

	2.2
	· Are flammable materials and liquids stored appropriately?

· Are stocks of these stored within a fire resistant construction?


	
	
	
	
	

	2.3
	· Are rubbish / waste materials stored appropriately (away from building and in secure compound)? 

	
	
	
	
	

	2.4
	· Are combustibles / paper stored in an appropriate place? 
	
	
	
	
	

	3.
	Fire Detection and Warning
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	3.1
	·  Is fire detection in place?
	
	
	
	
	

	3.2
	· Can the means of giving a warning be clearly heard and understood throughout the building? 
	
	
	
	
	

	3.3
	· If the fire detection and warning system is electrically powered, does it have a backup power supply?
	
	
	
	
	

	3.4
	· Do all employees or other users of the premises know about the fire warning system and do they know how to operate and respond to it? 
	
	
	
	
	

	3.5
	· Are fire detection and fire warning arrangements written in the emergency plan?
	
	
	
	
	

	3.6
	· Are fire drills carried out on a regular basis and logged? (Evidence produced). (3 times per year for schools.  1-2 times per year for other premises: unless RA identifies otherwise; or have high turnover of staff). 
	
	
	
	
	

	3.7
	· Is the fire detection and alarm system properly tested and inspected by competent engineers? (Evidence last inspection). 


	
	
	
	
	

	3.8
	· Are break glass call points visible and unobstructed? 


	
	
	
	
	

	4.


	Means of Escape
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?



	4.1
	· Can all occupants escape to a place of safety in an acceptable time once a fire has been detected?  (3 minutes normal fire risk & 5 minutes low fire risk).
	
	
	
	
	

	4.2
	· Are there enough exits and are they in the right place? (Building Regulations). 
	
	
	
	
	

	4.3
	· Is the type and size of the exits suitable and sufficient for the number of people likely to use them and wide enough for wheel chair users? 
(750mm normal width & 800mm for wheelchair). 
	
	
	
	
	

	4.4
	· Are disabled people able to escape to a place of safety?  This may include people with physical, sensory, mental health or hearing disability.  Consider evac chairs, buddy systems etc. 
	
	
	
	
	

	4.5
	· In the event of a fire, could people turn their back on a fire and walk into an alternative exit?  This is not essential if normal or low risk fire.

(18m – 45m can be travelled in 3 minutes & 45m – 60m can be travelled in 5 minutes). 


	
	
	
	
	

	
	Are escape routes:
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	4.6
	· Easily identifiable? 
	
	
	
	
	

	4.7
	· Free from obstruction?


	
	
	
	
	

	4.8
	· Adequately illuminated? 
	
	
	
	
	

	4.9
	· Are staff trained in the use of any equipment provided to assist with evacuation? (e.g. Evac. chairs etc.).


	
	
	
	
	

	4.10
	· Are there instructions about the means of escape for your employees?


	
	
	
	
	

	4.11
	· Have you included your means of escape arrangements in your emergency plans?
	
	
	
	
	

	4.12
	· Is the muster point in a safe place and away from the building? (Specify muster point). 
	
	
	
	
	

	5.
	Emergency Escape and Fire Action Signs
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	5.1
	· Are emergency escape signs in place and are the correct ones used?


	
	
	
	
	

	5.2
	· Are fire action signs in place and completed correctly? 


	
	
	
	
	

	6.
	Means of Fighting Fire 
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	6.1
	· Are the extinguishers suitable for the purpose and of sufficient capacity?
	
	
	
	
	

	6.2
	· Are there sufficient extinguishers sited throughout the workplace? 
	
	
	
	
	

	6.3
	· Are extinguishers maintained on a regular basis? (Check date on extinguisher).
	
	
	
	
	

	6.4
	· Are the right types of extinguishers located close to the fire hazards and can users gain access to them without exposing themselves to risk?

 
	
	
	
	
	

	6.5
	· Are the locations of the extinguishers obvious?


	
	
	
	
	

	6.6
	· Have the people likely to use the fire extinguishers been given adequate instruction and training? 
	
	
	
	
	

	6.7
	· Have you included use of fire-fighting equipment in your emergency plan? 


	
	
	
	
	

	7.
	Maintenance and Testing of Fire Precautions
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	7.1
	· Is there suitable and sufficient emergency lighting?

· Does this system cover all escape routes, internally and externally?
	
	
	
	
	

	7.2
	· Is it maintained every six months and tested on a regular basis? (Evidence of last inspection).
	
	
	
	
	

	7.3
	· Do you regularly check all fire doors and escape routes and associated lighting and signs?
	
	
	
	
	

	7.4
	· Do you regularly check your fire detection (smoke and heat detectors) and alarm equipment (call points), and keep a logbook?  (Alarm tests should be weekly). 
	
	
	
	
	

	7.5
	· Do you regularly check any other equipment provided to help means of escape arrangements in the building?  (Such as evac chairs). 
	
	
	
	
	

	8.
	Maintenance of Plant and Equipment
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By When?
	By When?

	8.1
	· Is plant and equipment properly maintained such as washing machines, dishwashers, gas cookers, lifts, extraction equipment? 
	
	
	
	
	

	9.
	Fire Safety Training of Employees
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By When?
	By When?

	9.1
	· Is the nominated person responsible for fire safety competent and trained to carry out their duties? 
	
	
	
	
	

	9.2
	· Are employees trained in fire safety? 
	
	
	
	
	

	9.3
	· Are records kept of fire training for staff? 
	
	
	
	
	

	9.4
	· Are any of the employees trained Fire Marshalls / Wardens? 
	
	
	
	
	

	10.
	Emergency Plan
	Comments / Issues found / Actions to be taken
	Is Action Required?

Yes        No
	By Whom?
	By When?

	10.1
	· Is there an emergency plan in place and are all staff and other users of the premises aware of it? 


	
	
	
	
	

	10.2
	· Have you included people with a physical, sensory, mental health or learning disability in your emergency plan? 

Please see guidance on Evacuation of Disabled People in the Event of Fire for more information about preparing a Personal Emergency Evacuation Plan (PEEP). 


	
	
	
	
	

	Significant Hazards

	11.
	Record the Findings and Review
	Comments / Issues found / Actions to be taken
	Is Action Required?

   Yes        No
	By When?
	By When?


	11.1
	· Have you told your staff or their representatives about your findings? 
	
	
	
	
	

	11.2
	· If you share the workplace with others including ‘lettings,’ do they know about the risks that you have identified? 
	
	
	
	
	

	11.3
	· If you share the workplace with others including ‘letting’ are you aware of any risks they may introduce?
	
	
	
	
	

	11.4
	· If you do not have direct control over the workplace, have you made your findings known to the owner or landlord? 
	
	
	
	
	

	11.5
	· Has a procedure been established to review the fire risk assessment periodically? 


	
	
	
	
	































































































Fire Risk Assessment - Action Plan 

	Ref.
	Details
	Action Required
	By Whom
	By When
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Name & Address of Premises:



































You may wish to use the Fire Risk Assessment – Action Plan overleaf, to record your plans and arrangements for dealing with any items highlighted in this assessment. 
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