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Fire risk assessment checklist
The new legislation known as the Regulatory Reform (Fire Safety) Order, introduced from October 2006, will repeal all previous fire safety legislation including the Fire Precautions Act 1971. Fire certificates will become invalid and fire risk assessments must be carried out for all non-domestic premises. If you have a current fire certificate for your building, please ensure that the drawings are retained as they are a valuable record of the fire precautions. If you do not have a fire certificate a simple line drawing of the premises should be prepared showing the fire safety arrangements (fire extinguishers, fire alarm call points etc.) which will be very useful as a starting point for the assessment and to help you regularly check your fire precautions. Your fire risk assessment will help identify the fire precautions that need to be taken. However, most properties have always been subject to some legislation with fire precautions content and so are likely to have reasonable measures in place already. Therefore provided these measures have been maintained, and there is good housekeeping, it is unlikely that the assessment will reveal that any more work is required.

How to carry out a Fire Risk Assessment

In common with all risk assessments analysis must be made of hazards, the likelihood of the event occurring and its severity. Consideration should be given to the effectiveness of existing control measures and to the people who may be affected before deciding if further action is warranted. The attached checklist can be used for the fire risk assessment as it will highlight the hazards (e.g. the use of flammable liquids) together with the control measures (i.e. use of metal bin and provision of appropriate fire fighting equipment). Any question in the checklist to which you have to answer ‘No’ should have some explanation or remedial action entered into the right hand column. Transfer any remedial actions to the attached Action Plan and ensure that the work is programmed to be carried out. For large sites it may be appropriate to carry out a separate assessment of each block or area. The risk assessment should be reviewed at least annually and if there are changes in circumstances at the property such as structural alterations, changes of use of areas or high turnover of staff. It should also be reviewed if an incident occurs that could have ended in a fire. The completed checklist should be kept in a ring binder with the emergency plan and the fire register. The fire register is a record of fire drills, fire alarm testing etc. 
Using property consultants

The head of establishment, premises manager or their nominated delegate should carry out the assessment. Any deficiencies identified should be resolved with the aid of professional advice from your property consultant. If a solution cannot be found your consultant will seek an opinion from the local fire and rescue service who are the enforcement authority for the new legislation.
FIRE RISK ASSESSMENT CHECKLIST

	ASSESSMENT CARRIED OUT AT 

	Name of Premises: The Christian School (Takeley) 

	Area/Block (if applicable): N/A 
	Date: September 2010


Identifying and evaluating hazards and people at risk 
	1 
	GENERAL FIRE RISKS 
	Yes
	N/A
	No
	Comments/Actions 

	1.1 
	If there has been an outbreak of fire on the premises in the last three years has this been investigated and measures taken to prevent a recurrence? 
	
	
	(
	

	1.2 
	Are the premises completely free of dangerous substances? 
Dangerous substances include petrol, paraffin, flammable gases, liquefied petroleum gas (LPG), solvents, solvent-based paints, thinners and varnishes. It also includes dusts which, when mixed with air, could cause an explosive atmosphere. 
	
	
	(
	Paint, white spirit, meths, paraffin etc. in small quantities.

Some flammable solvents in science laboratory.

	1.3 
	If there are dangerous substances on the premises do you have effective arrangements to ensure that the substances are used and stored so as not to present a fire or explosion risk? 
Flammable liquids (other than petrol) should be kept to a maximum of 50 litres and stored in closed containers in a suitably positioned fire-resistant cabinet or bin (e.g. metal) fitted with a means to contain any leaks and marked with an appropriate "Flammable" sign. Quantities greater than 50 litres must be stored in a properly designated store – preferably in the open air. (Petrol is subject to special legislation which permits a maximum of 14 litres for lawnmowers etc. in a separate, ventilated and secure store). 
LPG or flammable gases should be stored and used in accordance with published HSE guidance (spare flammable gas cylinders including LPG cylinders should be kept in a secure, well-ventilated, external store that has suitable signage). In the case of explosion hazards due to dust you should seek professional advice. 
	
	
	(
	


	
	GENERAL FIRE RISKS (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	1.4 
	If there are any ignition sources in the vicinity of dangerous substances have they been controlled or removed? 
	(
	
	
	No ignition sources in vicinity. 

	1.5 
	Do you have arrangements in place to deal with emergencies involving dangerous substances? 
This will normally only apply in situations such as laboratories. Arrangements will include spillage control materials, first aid equipment, and fire fighting measures. 
	(
	
	
	

	1.6 
	If staff use dangerous substances have they been advised of the control measures? 
	(
	
	
	Science teachers are qualified. 

	1.7 
	If there are any additional sources of oxygen on the premises (e.g. oxygen cylinders or oxidizing chemicals), are they used and stored safely? 
Oxidising chemicals can provide a fire with additional oxygen and so help it burn. The manufacturer or supplier can advise on safe use and storage. 
	
	
	(
	

	1.8 
	Is the risk from fire from cookers and other similar appliances (e.g. in workshops and laboratories) adequately controlled? 
	(
	
	
	Cookers in kitchen (risk of fire not significant). 

	1.9 
	If arson is a foreseeable hazard has consideration been given to all cost-effective measures that could be taken to prevent it? 
	
	(
	
	Arson has not been an issue at the school for many years. 

	1.10 
	Are the premises free of highly combustible or flammable wall or ceiling linings? 
Typical high risk materials that should not be used for wall and ceiling linings are cork tiles, carpet or carpet tiles, expanded polystyrene tiles, hardboard and plastics. 
	(
	
	
	

	1.11 
	If there are gymnasium and similar mats on the premises are there satisfactory arrangements for their storage when not in use? 
This applies to mats with cellular foam fillings. These should preferably be stored in a secure, fire-resisting store when not in use although a small number of mats kept in a teaching area is unlikely to present a hazard. Any new mats purchased should be of combustion-modified foam. 
	(
	
	
	Only a small number of Foam mats are stored. In this school they do not present a significant risk either stored or in use. 


	
	GENERAL FIRE RISKS (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	1.12 
	If you have any combustible materials (textiles, Christmas decorations, displays etc.) that are at risk from potential heat sources (candles, kilns, light bulbs etc.) have you taken action to remove the risk? 
	(
	
	
	Children’s work is displayed so as not to present a significant fire risk. Similarly, at Christmas time, the decorations are positioned so as not to present a risk. This situation is monitored by the Head Teacher. 

	1.13 
	If the premises are used for stage presentations do you ensure that all scenery and properties are either non-combustible or flame-retardant? 
If the premises holds a public entertainment licence this will be a requirement of the licence. 
	
	
	(
	Hall does not have a stage. During school plays there is minimal, if any, scenery. Hall is not licensed for public entertainment. 

	1.14 
	Do you ensure that all new curtains purchased are of a flame retardant fabric? 

	
	(
	
	


	2 
	GAS AND ELECTRICAL RISKS 
	Yes 
	N/A 
	No 
	Comments/Actions 

	2.1 
	If the premises uses single-point gas or electric heaters are they fixed in position away from combustible materials and suitably protected by guards? 
Portable heaters should normally only be used for emergency heating and should be subject to a separate risk assessment. 
	
	(
	
	No temporary heating (portable electric convector heaters) is in use at the present.

	2.2 
	Are all items of portable electrical equipment inspected regularly, fitted with the correct fuse and PAT tested? 
PAT testing (Portable Appliance Testing) should be carried out annually and the test date marked on the equipment. 
	
	
	(
	All portable electrical equipment in the school is not PAT tested 
Action required: Site manager to check why some portable equipment does not have PAT labels. 

	2.3 
	Is the wiring of the electrical installation inspected periodically by a competent person? 
The Electricity at Work Regulations requires at least a 5 yearly inspection and test of fixed installations and the testing organisation must issue an inspection report stating it complies with BS 7671. Your property consultant can advise. 
	(
	
	
	Recent replacement/upgrade of  electrical systems in Main Hall, Lab and Portakabin. Rewiring of Chapel scheduled for Easter 2011.
Action required: Ensure Chapel rewired by July 2011.

	2.4 
	Do you have effective arrangements to ensure that electrical equipment does not present a fire risk? 
Typical risks are excessive extension leads and multi-point adapters, flexes run where they will be damaged, and permanent extensions to the electrical system installed in a temporary manner. 
	(
	
	
	Extension leads removed and additional sockets added.


	3 
	MEANS OF ESCAPE IN CASE OF FIRE 
Deficiencies identified in this section should be resolved with the aid of professional advice from your property consultant (see page 1). 
	Yes 
	N/A 
	No 
	Comments/Actions 

	3.1 
	From each room are there a sufficient number of exits of suitable width for the people present? 
For rooms such as offices or non-specialist classrooms a single exit is normally sufficient provided that the travel distance to the exit door does not exceed 18 metres and no more than 60 persons are likely to use the room. In other cases assume that the largest exit from the space will not be available for escape because of the fire. The remaining exit(s) will be capable of evacuating the following numbers of people in the standard evacuation time of 2 ½ minutes: 
• 100 people for a single exit door (e.g. a door 750 millimetres in clear width). This figure is based on people moving through the doorway in one stream (i.e. single file). 
• 200 people for a doorway 1.05 metres in clear width (two streams). 
• 300 people for a doorway 1.5 metres in clear width (three streams). 
	(
	
	
	 

	3.2 
	From each storey are there a sufficient number of exits for the people present? 
A single staircase is acceptable if the travel distance to the stair is no more than 18 metres and the number of persons on the upper storeys is limited (e.g. a two storey classroom block with one staircase will usually be acceptable if there are no more than 120 pupils on the first floor). 
	(
	
	
	

	3.3 
	If there are any situations where the only escape route for people in an inner room is through another room will the occupants of the inner room have an early warning of a fire? 
This situation is often found in office buildings where a manager’s office opens off an open plan general office. This is acceptable only if the occupant of the inner room has an early warning of fire by means of a glass vision panel or smoke detection. This does not apply if the inner room is a store room or toilet. 
	(
	
	
	Small office opens off stage area, fire alarm will be heard. 


	
	MEANS OF ESCAPE (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	3.4 
	Are all staircases protected by fire-resisting partitions and fire resisting, self-closing doors (except toilet doors) and lead to a way out of the building? 
An unprotected (open plan) staircase will usually only be acceptable if it is not needed for escape in the event of fire. 
	
	
	(
	Stairs in main building have no partition. 

	3.5 
	Are the escape routes free from tripping and slipping hazards and are steps and stairs in a good state of repair? 
	(
	
	
	Monitored through health and safety audit. 

	3.6 
	Do the doors on escape routes open in the direction of escape? 
This is only necessary if the number of people likely to use the exit will exceed 60. 
	
	
	(
	Number of pupils in entire school is less than 50. 

	3.7 
	Can fire exit doors be opened easily and immediately? Can they be opened without the use of a key? 
Not all external doors need to be fire exits. If a door is a fire exit it should not (unless there are special circumstances) be fitted with a key-operated lock. If you are concerned about a conflict between security and fire escape you should seek advice from your consultant. 
Look at how many actions it takes to open a door and how long it takes. Panic bolts are only required if the door will be used by large numbers of people (e.g. hall exits). 
	
	
	(
	All doors to chapel building always unlocked before use of building.
Action required: Review use of key operated doors in chapel.

 

	3.8 
	Are escape routes adequately provided with Fire Exit signs? 
Generally exits in normal use need not be provided with fire exit signs (e.g. the main entrance and exits from classrooms to the outside). Also, signs would not be necessary on the route to an exit if the route of escape is obvious. When deciding if a sign is needed consider who will use the building – staff who are familiar with the building or visitors who are not. 
	(
	
	
	 


	
	MEANS OF ESCAPE (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	3.9 
	Will everyone in the premises be able to find their way out of the building and to a place of safety if the general lighting fails? 
Buildings or parts of buildings with natural light and only used during daylight hours do not need emergency lighting. In all other cases emergency lighting will probably be needed. In smaller places with few people this could take the form of battery-operated torches in suitable positions. Elsewhere (e.g. school halls) permanent emergency lighting units will be needed, designed to come on if the normal lighting fails. If in doubt you should speak to the local fire service. 
	(
	
	
	School does not have any emergency lighting. However, it is not needed except in the hall during evening functions. These functions are currently only occasional and so torches are sufficient. 



	4 
	MEANS OF WARNING IN CASE OF FIRE 
Advice on fire alarms should be obtained from independent property consultants and not from companies with an interest in supplying systems or equipment. 
	Yes 
	N/A 
	No 
	Comments/Actions 

	4.1 
	Is there an effective means of raising the alarm in the event of a fire? 
In small buildings, where people work near each other, a shouted warning ‘FIRE!’ may be all that is needed. Where people are spread more widely a manually-operated gong or simple manual call point combined with a bell, battery and charger may be suitable. However, the device must be audible throughout the premises and it must also be positioned so that it can be reached by a person discovering the fire without putting themselves in danger. In larger buildings an electrically-operated system with several call points and bells will be necessary. 
Note: Relocatable classrooms do not need to be linked to the main school alarm system if they are far enough away not to be affected by a fire in the main school. 
	(
	
	
	Electrical fire alarm system throughout school works satisfactory. 
The relocatable classrooms are not connected to the main school fire alarm. 

Art Room, Science Lab and Chapel building are not connected to fire alarm system at present.

	4.2 
	If you have an electrical fire alarm system are the fire alarm call points clearly visible and unobstructed? 
Fire alarm call points are normally made visible by being surface mounted and coloured red. Only if they are not clearly visible will signs be required. 
	(
	
	
	 

	4.3 
	Will a fire be detected reasonably quickly? 
In non-residential buildings such as offices and schools a fire will be noticed quickly because of the number of people around the building and smoke detectors will not normally be needed. 
Residential buildings will need some form of smoke detection linked to the fire alarm system (battery-operated ‘smoke alarms’ that are available in DIY shops are not suitable for non-domestic premises). If in doubt you should contact your consultant. 
	(
	
	
	As this is a school a fire will be noticed quickly because of the number of people around the building. Smoke alarms are also fitted. 

	4.4 
	If you have an electrical fire alarm system can the bells be heard throughout the building, even during noisy periods? 
	(
	
	
	All OK. Problems with the audibility of the fire alarm would come to light during a fire drill. 


	5 
	FIRE FIGHTING EQUIPMENT 
	Yes 
	N/A 
	No 
	Comments/Actions 

	5.1 
	Are adequate fire extinguishers and fire blankets provided? 
The most useful extinguisher for general risks is the water-type. As a guide one extinguisher is required for every 200 square metres of floor space with at least one on each floor. Other types of extinguisher and fire blankets are designed to cover special risks (the guidance documents referred to on page 1 contain information on the types of extinguishers required and a summary can be found on the health & safety pages of the ECC intranet). 
	(
	
	
	

	5.2 
	Are fire extinguishers and fire blankets suitably located and ready for use? 
Extinguishers should be located in conspicuous positions on escape routes, preferably adjacent to exit doors, and hung on wall brackets. Where possible, equipment should be grouped together to form fire points. Where extinguishers are sited in a clearly visible position signs indicating their location are not necessary. Only where the equipment is concealed (e.g. in cupboards to prevent vandalism) would signs be needed. 
	(
	
	
	

	5.3 
	If fire extinguishers are regularly misused have steps been taken to prevent this happening? 
Covers are available to prevent misuse. Alternatively extinguishers can be located in cupboards with suitable sign on the outside. If this is not effective, advice should be obtained from the local fire service. 
	
	(
	
	No misuse of extinguishers has ever happened in the school. 


	6 
	HOUSEKEEPING, MAINTENANCE AND SERVICING 
	Yes 
	N/A 
	No 
	Comments/Actions 

	6.1 
	Is the upholstery of furniture in good condition? 
Any damaged upholstery with exposed foam filling should be repaired or replaced. New upholstered furniture should be of low ignitability/resistance to ignition. 
	
	(
	
	

	6.2 
	Do you have effective arrangements to ensure that combustible waste products do not accumulate (especially not in escape routes)? 
	(
	
	
	Monitored by site manager. 

	6.3 
	Is the storage of combustible materials restricted to designated store rooms? 
For example combustible materials should never be stored in boiler rooms, electrical intake cupboards, voids (including roof voids) or escape routes. 
	(
	
	
	

	6.4 
	Are gangways and escape routes kept free from obstructions? 
	(
	
	
	 

	6.5 
	Is there a smoking policy in the workplace which effectively reduces the risk of fire? If there is a designated smoking area is it provided with adequate ashtrays? 
	
	(
	
	No smoking is permitted anywhere on the premises. 

	6.6 
	If any fire exit doors are secured by electronic security locks do you regularly check to ensure that the door releases on actuation of the fire alarm? 
The electronic lock should be the only fastening on the door. Such locks are not normally suitable for public exit doors. 
	
	(
	
	

	6.7 
	Are internal fire-resisting doors normally kept closed (and not wedged)? 
Fire resisting doors should be marked ‘Fire door - keep shut’ (or ‘Fire door - keep locked’ for cupboard or store doors). 
If a fire resisting door is continually being wedged open consideration should be given to holding it open with an automatic door release mechanism connected to smoke detectors each side of the door. 
	(
	
	
	


	
	HOUSEKEEPING, MAINTENANCE AND SERVICING (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	6.8 
	Are the existing fire precautions properly maintained (i.e.: do self closers operate properly, do fire resisting doors close fully within the frame, do exit doors open easily?) 
Monitoring should be carried out on a regular basis and faults reported. 
	(
	
	
	Monitoring is done by site manager. 

	6.9 
	Does the premises have a fire register? 
A record should be kept on the premises of all fire drills and also the testing of the fire alarm, emergency lighting, fire extinguishers etc. The best place to keep these records is in a ring binder which is usually called a Fire Register or Fire Log. 
	(
	
	
	

	6.10 
	Where emergency lighting is installed is it in working order and tested regularly? 
Indicator lights on central battery systems should be checked daily. All systems should have a monthly short duration test to ensure that the units operate on mains failure. If there are no facilities for carrying out short duration tests (e.g. key switches) this should be raised on the action plan. If the lighting has an auto-test facility the status should be recorded. Annual servicing is required by a specialist contractor and your consultant should organise this on a regular contract. A record of checks and servicing should be kept in the fire register. 
	
	(
	
	No emergency lighting at the moment. 

	6.11 
	Are the fire extinguishers inspected monthly by staff and serviced annually by a competent company? 
Monthly inspection is recommended to check that extinguishers have not been discharged. A specialist contractor should carry out annual maintenance and the date marked on the equipment. 
	(
	
	
	Fire extinguisher servicing company have recently carried out an annual service. Date of servicing is marked on the equipment. 

	6.12 
	If there is an electrical fire alarm is it tested weekly and regularly serviced? 
You should test from a different call point each week and check the control panel to ensure that it is showing ‘normal’. A specialist contractor should carry out a six monthly service on a regular contract. 
	(
	
	
	Fire alarm servicing company carry out servicing on a regular contract. 


	
	HOUSEKEEPING, MAINTENANCE AND SERVICING (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	6.13 
	If there are any fixed fire extinguishing systems (e.g. for cookers or IT equipment rooms) are they serviced by a specialist contractor? 
Your property consultant will be able to arrange servicing on a regular contract. 
	
	(
	
	

	6.14 
	If any kitchens have an extract ventilation system is there a regular cleaning regime to prevent the build up of grease in the ductwork? 
An annual inspection and clean is recommended as part of a service contract. 
	
	
	(
	The extract ventilation system is not regularly checked and cleaned at the moment. 
Action required: Put in place a regular cleaning regime for kitchen extract duct. Seek advice on how often this should happen. 

	6.15 
	If there is a sprinkler system is it checked every six months by a specialist contractor? 
Your property consultant will be able to arrange servicing on a regular contract. 
	
	(
	
	No sprinklers in the school. 

	6.16 
	If there are any emergency gas or oil cut-off valves (e.g. to laboratories, kitchens or boilers) are they periodically checked to ensure they work correctly? 
	
	(
	
	 


	7 
	CARRYING OUT WORK ON THE PREMISES 
	Yes 
	N/A 
	No 
	Comments/Actions 

	7.1 
	If any work is carried out which affects the means of escape in case of fire do you obtain advice from your property consultant? 
Even minor changes such as alterations to signs and door fastenings can affect the fire safety arrangements in the building. 
	
	
	(
	

	7.2 
	If major work is proposed will you take the opportunity to review this fire risk assessment to see if any fire safety improvements can also be made as part of the project? 
An example of this is the provision of emergency lighting at the same time as the building is being rewired. 
	(
	
	
	

	7.3 
	Do you have effective arrangements to ensure that maintenance activities do not present a fire risk? 
Work involving the use of heat and naked flame (known as ‘hot work’) is a major cause of serious fires in buildings. Your property consultant can advise you how to minimise the risk and whether it is appropriate introduce a ‘permit to work’ system. 
	(
	
	
	Advice of property consultant is obtained for all projects. 


Planning, informing, instructing and training 
Useful guidance on preparing an emergency plan and staff training can be found in the series of guides published by HM Government which are also available on the internet (see page 1). 
	8 
	EMERGENCY PLAN 
AND STAFF TRAINING 
	Yes 
	N/A 
	No 
	Comments/Actions 

	8.1 
	Does the premises have a written emergency plan? 
The purpose of an emergency plan (sometimes referred to as a fire action procedure) is to ensure that people know what to do if there is a fire and that the premises can be safely evacuated. Your plan should be appropriate to the size and type of premises. In simple premises it may be no more than a fire action notice. The findings of this risk assessment will help develop the emergency plan. 
	(
	
	
	 

	8.2 
	Does the emergency plan ensure that staff know what to do if there is a fire? 
All staff must receive fire safety instruction. In simple premises this may be no more than the manager or delegate showing new staff (and pupils and students) the fire exits and giving basic instructions on what to do if there is a fire. In complex premises the training will need to be more formal. 
	(
	
	
	All new staff receive fire safety instruction which consists of showing them the fire exits, giving basic instructions on what to do if there is a fire and issuing them with a copy of the emergency plan. 
Pupils are given basic instructions on what to do in the event of a fire at the beginning of the school year. 

	8.3 
	Does the emergency plan ensure that the premises can be safely evacuated? 
A key part of the emergency plan is how the evacuation is carried out. Larger premises will normally have a network of fire marshals who will need appropriate additional training depending on the size of the premises. The main responsibility of a fire marshal is to supervise an evacuation and ensure that the building is clear. 
The number of fire marshals will vary depending on the procedures in place but it is important that it takes account of staff absence. Details of training courses and training providers can be obtained from Facilities Management Services at County Hall (01245 435517). 
	(
	
	
	

	8.4 
	Is there an assembly point outside the building where people can assemble in the event of an evacuation? 
There does not have to be a sign outside to identify the assembly point but its location must be stated in the fire action notices and the emergency plan. 
	(
	
	
	Assembly point is on playground in front of the Chapel. 


	
	EMERGENCY PLAN 
AND STAFF TRAINING (continued) 
	Yes 
	N/A 
	No 
	Comments/Actions 

	8.5 
	Are fire action notices displayed prominently throughout the premises? 
In simple premises with direct escape routes where staff have been given verbal instructions on what to do if there is a fire there will probably be no need for fire action notices. In larger or more complex premises fire action notices positioned adjacent to fire exits will be necessary. 
Examples of fire action notices for staff and for the public can be found on the health & safety pages of the ECC intranet. 
	(
	
	
	 

	8.6 
	Are there regular fire drills? 
The best way to evaluate the effectiveness of your emergency plan is to perform a fire drill which should be carried out annually or more frequently depending on the establishment (e.g. once a term). Fire drills may not be necessary or appropriate in some premises but if you do not have drills you must be confident that your emergency plan will be effective. 
	(
	
	
	Fire drills carried out once a term. 

	8.7 
	Have plans been made and rehearsed regarding assisting disabled or elderly staff and visitors to evacuate the premises? 
Advice on this subject is contained in the document ‘Guidance on means of escape in case of fire for people with disabilities’. Lifts must not be used in the event of a fire. 
	
	
	(
	No staff in the school are disabled. 
Any child with a disability is accompanied by a learning support assistant who will escort them off the premises in the event of a fire. 
Emergency plan to contain this procedure. 


	9 
	SHARING THE FINDINGS OF THIS RISK ASSESSMENT 
	Yes 
	N/A 
	No 
	Comments/Actions 

	9.1 
	If you share the premises with others do they know about the risks that you have identified? 
	
	
	(
	Action required: Make Fire Documentation available to Chapel.

	9.2 
	If other organisations hire parts of your premises (e.g. school halls) do you provide them with information about the fire safety arrangements in the parts being hired? 
	
	(
	
	

	9.3 
	If you do not have direct control over the premises have you made your findings known to the owner or landlord? 
	
	(
	
	


Reviewing and recording 
	10 
	REVIEWING THIS RISK ASSESSMENT 
	Yes 
	N/A 
	No 
	Comments/Actions 

	10.1 
	Have you made arrangements to review this fire risk assessment? 
This fire risk assessment should be reviewed at least annually and the proposed next review date written here. 
It should also be reviewed if there are changes in circumstances at the property such as structural alterations, changes of use of areas or high turnover of staff, or if an incident occurs that could have resulted in a fire. 
	
	
	
	This fire risk assessment will be reviewed no later than September 2011. 


Action plan 
Transfer any remedial actions in the checklist to the action plan below and ensure that the work is programmed to be carried out. Based on experience so far it will not be unusual for the first fire risk assessment on an average office building or primary school to result in a dozen or so significant findings that require action to be taken, although many of these may only relate to improvements in housekeeping or staff training. For a larger building it may be considerably more. 
Each item should be allocated a priority as follows: 
Priority 1 (complete within one month) 
Priority 2 (complete within six months) 
Priority 3 (complete within 12 months) 
Priority 4 (long term improvement to be made over, say, a two year period) 
	No. 
	Action required 
	Priority 
(See above) 
	Action by (name) 
	Proposed completion date 

	1 
	All portable equipment requires PAT testing and labels.
	2 
	Ian Chapman 
	July 2011

	2 
	Review use of key operated doors to chapel. 
	2 
	Ian Chapman
	July 2011

	3 
	Check that Chapel rewiring is completed before end of school year. 
	2
	Ian Chapman
	July 2011

	4
	Put in place a regular cleaning regime for kitchen extract duct. Seek advice on how often this should happen
	1
	Ian Chapman
	March 2011

	5
	Make Fire Documentation available to Chapel.
	1
	Ian Chapman
	March 2011
























