Fire Safety Policy & Procedures

1. Purpose
To ensure the safety of all staff, volunteers, users, visitors and property from fire at Mountfield Community Centre, by means of prevention, early detection, safe evacuation, and emergency response.

2. Scope
Applies to all persons using the building (staff, volunteers, hirers, visitors), at all times the building is open, including events outside normal hours. Covers all parts of the premises:
· Main Hall
· Office/ Storage room
· Kitchen
· Toilets (male, female and separate accessible toilet)
· Large Entrance Lobby
· Courtyard garden
· Any other ancillary spaces (e.g. corridors, emergency exits)

3. Responsible Persons
	Role
	Name / Position
	Responsibilities

	Fire Safety Responsible Person
	Chris Hennis/ 
Business Director
	Overall responsibility for fire safety, ensuring policy is implemented, reviewed, staff training, fire drills, maintenance of fire safety equipment.

	Deputy Responsible Person
	Sharon
Brennan
	Acts in place of Responsible Person if unavailable.

	All Staff & Volunteers
	—
	To familiarise themselves with fire safety policy, evacuation routes, fire alarms, to assist visitors in emergency, and report hazards.



4. Fire Risk Assessment
· A fire risk assessment shall be carried out annually or whenever there is significant change in layout, uses or occupancy.
· Assessment will review potential fire hazards (especially in kitchen, storage, electrical equipment), identify people at risk, evaluate means of escape, fire detection & alarms, firefighting equipment, emergency lighting etc.
· Results of risk assessment shall be recorded and remedial actions followed up.
5. Fire Prevention Measures
· Kitchen safety: ensure appliances are maintained, turned off when not in use; flammable materials stored safely; extraction and ventilation in good working order.
· Electrical safety: regular PAT testing; no overloading sockets; correct use of extension leads; lighting and equipment checked.
· Storage: flammable materials stored away from ignition sources; storage rooms kept tidy, non-blocking exits.
· Housekeeping: keep corridors, exits, stairways clear; rubbish disposed of promptly; combustible waste kept well away from building.
· Smoking policy: No smoking inside building; design-ated area outside far from combustible materials, with safe disposal of cigarette‐butts.

6. Fire Detection, Warning & Alarm Systems
· The building is equipped with smoke/fire alarms in main hall, kitchen, corridors, etc. (specify types: e.g. automatic, manual call points).
· Alarms shall be tested weekly (sound checks) and full system tested at intervals as per manufacturer or legal requirement.
· Emergency lighting (where installed) shall function on backup power; tested monthly and annually.

7. Firefighting Equipment
· Fire extinguishers located in key positions: near kitchen, main hall, entrance lobby etc. (specify type: e.g. CO₂, dry powder, water).
· Fire blankets in kitchen.
· Fire doors to be kept closed; ensure self-closing devices working.
· Equipment shall be inspected annually by competent person; staff trained in correct use.

8. Means of Escape & Evacuation Procedures
· Clearly marked exit routes from main hall, side rooms, kitchen, toilets etc. Leading to final exit outside.
· Exit signs visible, emergency lighting in corridors/exits.
· Divide hall: make sure divider doesn’t obstruct evacuation; when in use, ensure both hall divisions have adequate exit routes.
· Evacuation procedure:
· On discovering a fire, raise the alarm (use manual call point).
· Staff/volunteer to phone emergency services (999), giving location.
· Staff to ensure safe evacuation of all people, directing to designated assembly point (outside, in the car park to the left of the building).
· Staff to check side / ancillary rooms if safe to do so, without risking safety.
· Ensure accessible evacuation for disabled persons.
· Once evacuated, do not re-enter until firefighting authorities say so.
9. Assembly Point
· Identify and clearly mark an external assembly point (e.g. front courtyard / garden area or any safe distance in the entrance yard).
· All users to report to assembly point so roll-call / headcount can be done.

10. Training, Instruction & Drills
· All staff and volunteers receive fire safety induction when starting: location of exits, alarms, extinguishers, assembly point, roles.
· Regular fire drills (at least twice a year) to test evacuation, raising alarm, assembly etc.
· Record drills, times, issues, corrective actions.

11. Maintenance & Inspections
· Fire safety equipment (alarms, extinguishers, emergency lighting) checked as per schedule (weekly/monthly/annually).
· All fire doors, escape routes, signage maintained and kept clear.
· Kitchen equipment maintained.
· Electrical installations properties checked regularly by qualified electrician.

12. During Let/Hire by External Organisations
· Hirers must be made aware of fire safety policy and evacuation procedure on arrival.
· Hirer responsible for ensuring their event attendees follow safety guidance, not obstruct exits.
· Hirer to nominate a responsible person for their event (to act in case of fire).
· Centre management to check that hirers understand how to raise the alarm, where assembly point is, and where exits are.

13. Record Keeping
· Fire Risk Assessment document (with date, findings, actions).
· Logs of alarm tests, equipment inspections, drills.
· Records of staff training.
· Incident reports if any fire or near miss.

14. Review
· Policy to be reviewed annually or whenever changes occur (building layout, use, staffing).
· After any fire incident, evacuation or drill: review what worked, what didn’t, update policy accordingly.
