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	Fire related documentation must be completed at the recommended frequency (weekly, monthly annually) in addition to the FRA review.


*The FRA is a dynamic ‘live’ document and must be reviewed on a regular basis particularly if there have been significant changes so that it is kept up to date. Managers are to ensure that a regular review of the fire risk assessment and fire safety arrangements for the premises are carried out.
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	Name of person completing report (nominated Person)
	Nathan James
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On completion of this FRA, a copy is to be sent to the Operational Risk Business Partner (ORBP) where it will be forwarded and held centrally for quality control purposes

CONTENTS
METHOD (COMPLETION OF THIS FIRE RISK ASSESSMENT) - Do not use for sleeping accommodation
PART 1:  THE ASSESSMENT OF HAZARDS AND RISKS
PART 2:  IDENTIFYING PEOPLE AT RISK 
PART 3:  FIRE SAFETY SYSTEMS AND EQUIPMENT

PART 4:  FIRE SAFETY MANAGEMENT

PART 5: THE FIRE RISK ASSESSMENT ACTION PLAN A
PART 6: MONITOR AND REVIEW – ACTION PLAN B (REVIEW)
APPENDIX 1: PLANS
METHOD 
(A set of building plans may be useful to your survey. If there are none then try and draw a single line drawing to help identify hazards and their specific locations, see also appendix 1 and page 26 of guidance document).
1. Take a methodical walk around your building/area and answer the questions in Parts 1-4. Use the form on page 4 to make notes as you go
2. This form will help you to identify fire hazards i.e. anything that has the potential to cause a fire, and existing control measures.
3. You may need to ask some questions directly to the managers and staff*. You may also find plan drawings of the building/area useful.
4. Make notes as you complete the survey, including any additional action that may be needed to either remove the hazard or reduce the risk to as low as is reasonably practicable. Where necessary, existing control measures should also be identified and noted.
5. Transfer any hazards, necessary actions required and priority rating (H/M/L) into the Action Plan: Part 5 (pages 21 & 22)
6. Action must be taken to reduce risks wherever possible, by you or your team. Risks such as combustible items too close to a heater or obstructions to an escape route or fire exit must be dealt with immediately.
7. Those items which you cannot action should be referred to the General/Property Manager who has day-to-day responsibility for the premises. 
* All references to staff include full time staff, part time staff and volunteers.

	Notes: Use this page to make notes during the premises assessment.
	Fire Risk Assessment Practical Assessment Observation 

	
	Observations;
	Actions to be taken (if any)

	
	List significant hazards and any measures already provided to prevent fire and/or reduce fire risk
	List all recommendations and longer term actions required

	1. Sources of Heat
	

	Smoking, fires, heating, cooking, hot works etc
	

	2. Sources of Fuel:
	

	Combustible materials, paper, furniture, flammable liquids, chemicals LPG etc.
	

	3. Sources of Oxygen:
	

	Open windows, doors, air conditioning
	

	4. Specific fire hazards:
	

	4a electrical, 4b gas, 4c other heating, 4d additional hazards
	

	Part 2 – People at Risk:
	

	5. Who are the people at risk from fire
	

	Part 3 – Systems and Equipment:
	

	6. Fire Alarms
	

	7. Portable Fire Extinguishers
	

	8. Escape Routes & Means of Escape
	

	9. Inner Rooms
	

	10. Doors
	

	11. Stairways
	

	12. Emergency Lighting
	

	13. Signs & Notices
	

	Part 4 – Fire Safety Management:
	

	14. Evacuation Plans
	

	15. Fire Safety Info, Instruction & Training
	

	16. Fire Documentation
	

	17. Emergency Water Supplies
	


Notes Page: Use this page to make additional notes

PART 1: THE ASSESSMENT OF HAZARDS AND RISKS (see pages 7-9 – guidance document)
If any of the questions below have been answered ‘Yes’, a fire safety issue has been identified and may require additional control.  Fire Safety issues that require additional controls must be carried forward into THE FRA ACTION PLAN – PART 5.   Existing control measures must also be noted below each question.
N.B The Action required must be given a PRIORITY RATING (see page 10 – guidance document) in accordance with your understanding of the risk. 
	1. Assessment Questions - Identifying sources of Heat (see page 5  – guidance document)
	  Yes
	   No

	1.  Are there potential ignition sources from smokers’ materials, e.g. cigarettes, lighters and matches?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No smoking permitted anywhere on property – staff monitored in place of signage.
Management Deficiency: 

	2. Are there ignition sources from naked flames e.g. open fires (or log burners), candles (tapers, tea tree lights), gas or liquid fuelled open flame equipment, irons, soldering irons, BBQs, bonfires, fireworks etc
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Candles available for sale but never lit in assessed area.
Staff monitoring property wide for candle misuse.
Management Deficiency: 

	3. Is there evidence of ‘near misses’ such as scorch marks on any furniture, fittings or equipment? (Incident reports completed?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Visual checks done on electronics and light fittings. 
Management Deficiency: No schedule or record of checks.

	4. Are there ignition sources from any cooking equipment (i.e. microwaves, toasters, ovens, hobs, including hot ducting, flues and filters?).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Only appliances are kettle, fridges and freezers. All PAT tested.
Management Deficiency:      

	5. Are there heat sources from electrical heaters (either portable or fixed), electric wall lights, halogen lamps, or display lighting?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Display lighting close to furniture produces minimal heat. 
Main lighting is above all fixtures and not in contact with anything that could ignite.
Portable oil heaters are kept away from any possible fuel sources and PAT tested.

Management Deficiency: No schedule or record of checks.


	6. Are there ignition sources from hot work introduced by contractors? (i.e. welding, grinding, plumbing, roofing, decorating, including machinery or plant such as engines, boilers or generators etc.) NB If ‘Yes’ a Hot Work Permit must be completed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: None in assessed area.
Management Deficiency:      


	2. Assessment Questions - Identifying Sources of fuel (see page 8 – guidance document)
	Yes
	No

	7. Are there combustible materials stored externally that may assist arson or vandalism?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All combustible materials are stored in a designated recycling/refuse area 100m from building.
Management Deficiency:

	8. Are there potential sources of fuel from paper and card e.g. packaging materials, stationery, advertising material etc 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Good housekeeping keeps the build-up of these materials to a minimum. Excess is removed and stored in designated recycling/refuse area.
Management Deficiency:

	9. Are there potential sources of fuel from furniture, fixtures and fittings e.g., desks, fabric covered chairs, curtains, blinds, clothes, displays, props and scenery? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No heat sources in proximity of potential fuel sources.
Management Deficiency:

	10. Are there potential sources of fuel from flammable-liquid based products e.g. petrol, paints, varnishes, thinners and adhesives?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No flammable-liquid based products stored in assessed area.
Management Deficiency:

	11. Are there potential sources of fuel from flammable chemicals e.g. certain cleaning products, photocopier chemicals, 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Domestic cleaning products only in assessed area.
Management Deficiency:

	12. Are there potential sources of fuel from plastics and rubber, e.g. polyurethane foam-filled furniture, polystyrene ceiling tiles, polystyrene-based display materials?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Any polystyrene or plastics that come as packaging materials are removed and kept in designated refuse area.
Management Deficiency:


	13. Are there potential sources of fuel from flammable gases such as liquefied petroleum gas (LPG) / natural gas lighting?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: None in assessed area.
Management Deficiency:


	3. Assessment Questions - Identifying Sources of Oxygen (see page 9 – guidance document)
	Yes
	No

	14. Are doors and windows left open after the working day?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All doors and windows are securely locked as a part of the close-down procedure at the end of each shift.
Management Deficiency:

	15. Are any oxygen cylinders kept on site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: None in assessed area.
Management Deficiency:

	N.B. If you have observed any situations where any of the above circumstances are likely to cause a fire and you do not have suitable management controls (i.e. could combustible materials or flammable substances come into contact with a source of ignition),  the details of the hazards noted and additional control measures required must be recorded in Part 5 ‘Action Plan’ 
	
	

	Other Information/ Notes/ Comments

     


	4.  Assessment Questions - Identifying Specific Fire Hazards (see page 12 – guidance document)
	Yes
	No
	N/A


If any of the questions below have been answered ‘No’, a fire safety issue has been identified and may require additional control.  Fire Safety issues that require additional controls must be carried forward into THE FRA ACTION PLAN – PART 5.   Existing control measures must also be noted below each question.
N.B The Action required must be given a PRIORITY RATING (see page 10 – guidance document) in accordance with your understanding of the risk
	4A. Electrical Hazards
	Yes
	No
	N/A

	16. Has the electrical fixed wiring been tested? (See also Question 82)
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 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control:

Management Deficiency: 28/02/2019

	17. Have the electrical appliances been inspected or PAT tested by a competent person?  (See also Question 81)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All electrical equipment is PAT tested annually.
PAT testing stickers present on all appliances.
Management Deficiency:

	18. Have you carried out a visual inspection of the general condition of all electrical equipment, extension leads, plugs & sockets?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Visual checks carried out on all electrical equipment and external cabling.
Management Deficiency: 

	19. Are flexible cables (extension leads) kept to a minimum and routed to avoid damage to the cables?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Extension cables are kept to a minimum and not overloaded.
Management Deficiency: 

	20. Is the number of electrical socket outlets and extension leads adequate for the amount of equipment provided? Only fused multi-way ‘bar’,(also known as ‘gang’ or ’multi-way,) adaptors are permitted, ‘Block’ or ‘cube’ types must be replaced
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Only ‘fused multi-way bar’ adaptors in use. 
Suitable amount for equipment in use.
Management Deficiency:

	21. Are all heating appliances in good condition and fixed in position at a safe distance from combustible materials?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Oil heaters kept away potential fuel sources.
Management Deficiency:

	4B. Gas Safety (see page 14 – guidance document)
	Yes
	No
	N/A

	22. Have the gas boiler and gas appliances been serviced within the last 12 months by a gas engineer listed on the ‘Gas Safe Register’?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Boiler in shop office serviced annually. 
Records kept in main property office.
Management Deficiency:

	23. Are all combustible materials kept clear of gas burning appliances?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Nothing stored within 1 meter of boiler.
Management Deficiency:

	4C. Other Heating Systems (see page 14 – guidance document)
	Yes
	No
	N/A

	24. Has the oil fired or Bio-mass boiler installation been serviced within the last 12 months by a qualified service engineer?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: None in assessed area.
Management Deficiency:

	25. Are all combustible materials kept clear of oil or bio fuel burning appliances?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: None in assessed area.
Management Deficiency:


4D. LIST ANY ADDITIONAL HAZARDS IDENTIFIED (see page 15 – guidance document)
	26. 
	A.      

	
	B.      

	
	C.      


	Other Information/ Notes/ Comments

     


PART 2: IDENTIFYING PEOPLE AT RISK (see page 15 – guidance document)
If any of the questions below have been answered ‘Yes’, a fire safety issue has been identified and may require additional control.  Fire Safety issues that require additional controls must be carried forward into THE FRA ACTION PLAN – PART 5 Existing control measures must also be noted below each question.
N.B The Action required must be given a PRIORITY RATING (see page 10 – guidance document) in accordance with your understanding of the risk.

Confirm the maximum number of persons likely to be present:
	Members of Staff:
	     3


	Volunteers:
	     2


	General Public:
	30


	Total:
	     35


	5.  Assessment Questions – People at Risk (see page 15 – guidance document)
	Yes
	No
	N/A

	27. Are there employees, contractors or visiting staff who work alone and/or in isolated areas, e.g. staff from other locations, cleaners, and security staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All employees and volunteers equipped with a radio when lone working.
Telephone access in shop office for emergencies.
No lone working outside of normal working hours (9am-5pm).
Management Deficiency:

	28. Are large numbers of people unfamiliar with the layout of the building likely to be present?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All exits visible and clear to any visitors in assessed area.
Staff and volunteers always present to guide and shepherd visitors during emergencies.
Management Deficiency:

	29. Are there people sleeping in the building? (I.e. tenants, holiday guests, donor family, key reps, volunteers etc.) If ‘Yes’ this form should not be used, contact your ORBP for further guidance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No sleeping facilities in assessed area.
Management Deficiency:

	30. Are there disabled people, i.e. staff, residents, or members of the public in the building who need assistance with evacuation? (If ‘Yes’ see Question 31)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: See question 31.
Management Deficiency:

	31. Are ‘Personal Emergency Evacuation Plans’ required to evacuate disabled people (both staff and members of the public) from the building according to their needs? (If ‘yes’ appropriate Evacuation Plans must be prepared)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Staff and volunteers always present to assist any people during an evacuation.
Assessed area on one level with no steps so special evacuation procedures/equipment are not required.
Management Deficiency:

	32. Are there students/young persons in unsupervised areas? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Any students/young persons in assessed area are supervised at all times.
Management Deficiency:

	33. Are there people with language difficulties who may not understand written or verbal instructions (e.g. learning difficulties, non-English speaking)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Staff and volunteers always present to help guide any persons unable to understand verbal instructions.
Exits are visible and clear from all parts of assessed area.
Alarm is clear and can be heard from all parts of assessed area.
Management Deficiency:


	Other Information/ Notes/ Comments

     


PART 3:  FIRE SAFETY SYSTEMS AND EQUIPMENT (see page 16 – guidance document)
If any of the questions below have been answered ‘No’, a fire safety issue has been identified and may requires additional control.  Fire Safety issues that require additional controls must be carried forward into THE FRA ACTION PLAN – PART 5.   Existing control measures must also be noted below each question.
N.B The Action required must be given a PRIORITY RATING (see page 10 – guidance document) in accordance with your understanding of the risk.

FIRE ALARM, DETECTION AND WARNING 
	6. Assessment Questions – Systems and Equipment (see page 16 – guidance document)
	Yes
	No
	N/A

	Describe the fire alarm system installed, (i.e. battery smoke alarms, mains operated smoke detectors, call points, fire panel etc) Break glass call points and mains operated smoke detectors throughout assessed area.


	34. Can everyone in your premise/area hear the alarm/means of warning when it is tested?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Alarm is clear in all areas.
Management Deficiency:

	35. Are there provisions for people who may not hear the alarm e.g. hearing-impaired persons, people wearing hearing protection or people in locations where the alarm cannot be heard?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Staff sweep entire area as a part of the emergency procedure and guide all persons to designated meeting point.
Management Deficiency:

	36. Are all of the fire alarm call points in good condition? (Not broken/showing evidence of having been tampered with)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All call points in good condition.
Management Deficiency: 

	37. Is the Fire Alarm Panel operating correctly? (With no faults showing, disabled zones or signs of tampering or damage to the panel)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Fire Alarm Panel situated in main property office. Designated staff members wear pagers that alert them to any errors, alarms or faults as they occur.
Management Deficiency:


FIRE EXTINGUISHERS
	7. Assessment Questions – Fire Extinguishers (see page 17 – guidance document)
	Yes
	No
	N/A

	Type and number of extinguisher provided       

	38. Is the number, type and siting of extinguishers correct?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All areas have the correct number of extinguishers.
Management Deficiency: 

	39. Are all extinguishers in their correct location (and on a dedicated ‘NT coaster/base plate’ or hung on a wall)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All extinguishers housed on designated coasters.
Management Deficiency:

	40. Are the extinguishers in good condition, clearly visible, not covered or obstructed and been serviced in the last 12 months? Check the label has been signed and dated (See also Question 80)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All extinguishers are serviced annually and have service record stickers. Last completed 15/06/2022.
Management Deficiency:


ESCAPE ROUTES
	8. Assessment Questions – Escape Routes (see page 18 – guidance document)
	Yes
	No
	N/A

	Briefly describe the existing means of escape (number of escape routes, fire exits, staircases, maximum travel distance etc.) 
Shop:
This building has 1 main entrance/exit with 1 secondary fire exit in the office. 
Secondary exit is kept locked but does not need a key to open. 
Never more than 10meters from the main exit at any point. 
All on ground level with no steps or ramps. 
Bookshop:
This building has 1 main entrance/exit that constitutes majority of one side of the structure.
No more than 5meters from the exit at any point.
All on ground level with no steps or ramps.
Ice Cream Parlour:
This building has 1 main entrance/exit that constitutes majority of one side of the structure.
No more than 5meters from the exit at any point.
All on ground level with no steps or ramps.

(see page 18 – guidance document)       

	41. Have all holes or gaps in fire resisting walls, ceilings and floors been properly sealed with fire resisting materials?    e.g. where maintenance work has been carried out or where electrical cables/pipe work/ducting pass through them?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No maintenance work that has been completed has left any gaps or holes in fire resisting walls, ceilings or floors.
Management Deficiency:

	42. Are the escape routes kept clear of obstructions, combustible materials, tripping and slipping hazards at all times?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All entrances/exits are kept clear at all times.
Management Deficiency:

	43. Are the escape routes kept clear of electrical items, such as photocopiers and heaters?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No entrance/exit has any electrical appliance nearby.
Management Deficiency: 

	44. Are notice boards/displays kept to a minimum on escape routes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Notice boards kept in office and stockroom and not near any exits or routes.
Management Deficiency:


INNER ROOMS

	9. Assessment Questions – Inner Rooms (see page 19 – guidance document)
	Yes
	No
	N/A

	45. Do all ‘inner’ room situations have either a vision panel, automatic detection in the outer room, or a gap above the partition wall?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Partition to stock room has large gap above it.
Management Deficiency:


DOORS
	10. Assessment Questions – Doors (see page 20 – guidance document)
	Yes
	No
	N/A

	46. Are fire resisting doors provided to higher hazard rooms? (i.e. kitchens, store rooms, electrical intake rooms, IT rooms etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Heavy self-closing door fitted in entrance to stock room.
Management Deficiency:

	47. Are all fire doors positively self-closing and fitting tightly in the door frame?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Door self-closes fully when released and fits tightly into the frame.
Management Deficiency:

	48. Are all fire doors and door closers in a good state of repair?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No visible signs of damage or wear. Operates correctly.
Management Deficiency:

	49. Are all fire doors and final exits doors (both sides) kept clear of obstructions at all times?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All doors in assessed area are clear of any obstructions.
Management Deficiency:

	50. Are all fire resisting self-closing doors allowed to close effectively and not wedged open?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Wedge removed to prevent door from being kept open unnecessarily. 
Door kept open during deliveries to allow access with staff present at all times.
Management Deficiency:

	51. Do all automatic door hold open/release devices close correctly when the alarm is sounded?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No automatic door release devices in the assessed area.
Management Deficiency:

	52. Can all emergency doors be easily and immediately opened by any person in an emergency, without a key or code?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Coded lock removed from stock room door to allow quick access in emergency.
Secondary exit is locked but does not need a key to be opened from the inside.
Management Deficiency:


STAIRWAYS
	11. Assessment Questions – Stairways (see page 21 – guidance document)
	Yes
	No
	N/A

	53. Are the stairways kept clear of obstructions, combustible materials, tripping and slipping hazards at all times?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No steps or stairways in assessed area.
Management Deficiency:

	54. Are the stairways kept clear of displays, wall hangings or notice boards?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No steps or stairways in assessed area.
Management Deficiency:

	55. Are external stairways in a good, clean condition i.e. regularly maintained to avoid slipping hazards such as algae, moss, leaves or ice and are fitted with non-slip material to the treads?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No steps or stairways in assessed area.
Management Deficiency:


EMERGENCY ESCAPE LIGHTING

	12. Assessment Questions – Emergency Escape Lighting (see page 21 – guidance document)
	Yes
	No
	N/A

	56. Are all escape routes suitably illuminated, especially in premises used during periods of darkness, (i.e. is the number and siting of emergency lighting sufficient? Is there any street lighting or security lighting?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Emergency lighting unit above main exit in shop. 
Large windows/doors allow natural light to suitably light the space if electricity were to go down.
Visitors are only on site during daylight hours.
Management Deficiency:

	57. Are the lighting units in good condition? (i.e. not broken, dirty or damaged)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Lighting unit in visibly good condition.
Management Deficiency:

	58. Is emergency lighting tested by a member of staff every month?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Yes - Member of staff or Property Care Team check Emergency Lighting Monthly.
Management Deficiency: 



SIGNS AND NOTICES
	13. Assessment Questions - Signs and Notices (see page 22 – guidance document)
	Yes
	No
	N/A

	59. Are all emergency routes and exits indicated by appropriately positioned signs? (NB. Signs may not be not required in historic buildings where escape is managed by staff and volunteers).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No signage due to historic building, exit can be seen clearly from all areas, and escape is managed by staff and volunteers.
Management Deficiency:

	60. Are all signs in pictogram form (they can be supplemented with text, but must not be text only)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: See management control in Q.59.
Management Deficiency:

	61. Do signs on escape routes incorporate a directional arrow?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: See management control in Q.59.
Management Deficiency:

	62. Are all the necessary signs and notices maintained so that they continue to be in good condition, legible and understood? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: See management control in Q.59.
Management Deficiency:

	63. Are Fire Action notices adequate and displayed in all appropriate positions?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Positioned in staff areas who assist visitors during evacuation procedure.
Management Deficiency:

	64. Do lifts have signs to warn people not to use them in the case of fire?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No lifts located in assessed area.
Management Deficiency:

	65. Where Evac-chairs are installed, are there signs on each floor to indicate the names and phone numbers of trained Evac-chair buddies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: No Evac-Chairs in assessed area.
Management Deficiency:


	Other Information/ Notes/ Comments 
     


PART 4:  FIRE SAFETY MANAGEMENT (see page 23 – guidance document)
If any of the questions below have been answered ‘No’, a fire safety issue has been identified and may require additional control.  Fire Safety issues that require additional controls must be carried forward into THE FRA ACTION PLAN – PART 5.   Existing control measures must also be noted below each question.
N.B The Action required must be given a PRIORITY RATING (see page 10 – guidance document) in accordance with your understanding of the risk.

	14. Assessment Questions  - Emergency Evacuation Plans (see page 23 – guidance document)
	Yes
	No
	N/A

	66. Does the premise have an Emergency Evacuation Plan? (in ‘Simple Buildings’ this could be a correctly completed ‘Fire Action Notice’)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Positioned in staff areas who assist visitors during evacuation procedure.
Management Deficiency:

	67. Does the plan include sufficient arrangements for the safe evacuation of people identified as being especially at risk, such as those with disabilities, lone workers and Young Persons?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Plan ensures staff and volunteers assist all visitors during an evacuation procedure.
Management Deficiency:

	68. Have all existing staff in your building/area read the Emergency Evacuation Plan?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Drills completed every 6 months to ensure plan is understood and adhered to.
Management Deficiency:

	69. Have all new staff that started work in the building/area during the last 3 months received Fire Safety Induction Training and read the Emergency Evacuation Plan?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All new staff receive this training as a part of their induction.
Management Deficiency:

	70. Are guests, visitors, contractors, cleaners and temporary staff informed about what to do in case of fire?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Staff and volunteers will manage all people unfamiliar with the property in evacuation procedures.
Management Deficiency:

	71. Does the Emergency Evacuation Plan include clear instructions on the action employees should take if they discover a fire?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Step by step guide for weekend and weekday procedures.
Management Deficiency:


	15. Assessment Questions - Fire Safety Information, Instruction and Training (see page 23 – guidance document)
	Yes
	No
	N/A

	72. Have all nominated staff received appropriate Fire Safety Awareness and Extinguisher training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All nominated staff members have received this training.
Management Deficiency:
	
	
	

	73. Has a fire drill been carried out in the last 12 months?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Records of all staff participants kept in main house office.
Management Deficiency:      

	74. Are people nominated with specific responsibilities for fire safety adequately trained (e.g. Key Staff, volunteer room guides, fire risk assessors etc) are training records kept and arrangements made for replacing those staff when they leave?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: All staff and volunteers who operate within the assessed area are clear on responsibilities and have been trained to fulfil these. Records of evacuation training kept in main house office and further training records can be found on My Place for designated staff members.

Management Deficiency:


	16. Assessment Questions - Fire Documentation (see page 24 – guidance document) 
Are the following fire documents present and filed in the National Trust Fire Log book and kept on site?
	Yes
	No
	N/A

	75. Weekly fire alarm test records?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Test records up to date and kept in the main house office. Alarms tested weekly. 
Management Deficiency: 

	76. Fire alarm annual service certificate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Annual service certificate kept in the main house office.
Management Deficiency: 

	77. Monthly functional test of emergency lighting? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Emergency Lights upgraded to self-test units. Check carried out Monthly by property.
Management Deficiency: 

	78. Emergency lighting annual service certificate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Annual service certificate kept in the main house office.
Management Deficiency:

	79. Monthly visual inspection of fire extinguishers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control:

Management Deficiency: 

	80. Annual servicing of fire extinguishers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Annual service certificate kept in the main house office and sharepoint.
Management Deficiency:

	81. Portable Appliance inspection and/or Testing (PAT)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Annual service certificate kept in the main house office and sharepoint.
Management Deficiency:

	82. Fixed electrical wiring/installation test certificate? All identified P1 or 2 defects must be remedied
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Certificate kept in the main house office and sharepoint.
Management Deficiency:

	83. Annual boiler service record?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control: Annual service certificate kept in the main house office and sharepoint.
Management Deficiency:

	84. Regular fire door checks?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management Control:

Management Deficiency: 


	17. Assessment Questions - Emergency Water Supplies (see page 24 – guidance document)
	Yes
	No
	N/A

	85. Is a supply of water available for Fire and Rescue Service use in an emergency?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Describe the type of supply available - hydrants? Public or Private? Date of last annual service? Open Water? Tank, lake, river, pond? Amount available? Distance?       

	Management Control: Hydrants located across property with covers painted bright yellow to assist Fire Service in locating them easily. Local Fire Service also have a map of their locations.
Management Deficiency:


 PART 5:  THE FIRE RISK ASSESSMENT ACTION PLAN A (see page 25 – guidance document)
Any actions you are unable to complete yourself, e.g. broken fire door, broken emergency light, alarm not sounding, electrical appliances in poor condition, etc. must be immediately referred to the manager who has day-to-day responsibility for the premises  

Send a copy of the SBFRA to the General/Property Manager. This Action Plan must be monitored by Management on a regular basis especially whilst there are Actions outstanding.

(Remember for any fire-related situations of imminent danger - inform the responsible manager immediately)

	Actions Requiring Work from this Fire Risk Assessment




	Name of person (completing 

this Action Plan): Emily Jowdh
Telephone No: 
	Date:

Building Area:


	FRA

Ref

No.
	Hazard/Risk/Deficiency
	Control Measure (or Action) Required

	Priority H/M/L
	Person to Action
	Initial (sign)
 on completion

	Q.3
	2019 – Evidence of ‘near misses’
	2023 – Visual checks completed.


	M
	Retail Manager


	

	 Q.5
	2022 – Heat Source from some display lighting
	
Main lighting is above all fixtures and not in contact with anything that could ignite.  Are new LED units producing low heat.

	M
	Retail Manager
	

	Q.8
	2017 – There are potential sources of fuel from packaging
	2017 – Materials not in use, e.g. packaging from deliveries, are disposed of as soon as possible.
2019 - Good housekeeping keeps the build-up of these materials to a minimum. Excess is removed and stored in designated recycling/refuse area.

	L
	Retail Manager
	N James

	Q.9
	2017 – Potential sources of fuel from furniture, fixtures and fittings.

	2017 – None likely to come into contact with sources of ignition.
2019 - No heat sources in proximity of potential fuel sources.

	L
	Retail Manager
	N James

	Q.16


	2019 - Has the electrical fixed wiring been tested?

	Yes 28/02/2019
	H
	Retail Manager
	

	Q.18


	2019 - Have you carried out a visual inspection of the general condition of all electrical equipment, extension leads, plugs & sockets?

	2019 – Visual checks completed.

2019 – No records of scheduled checks.
	M
	Retail Manager
	

	Q.19 


	2019 - Are flexible cables (extension leads) kept to a minimum and routed to avoid damage to the cables?

	2019 - Extension cables are kept to a minimum and not overloaded.
2019 - Extension cables not routed or affixed to avoid accidental damage.
	L
	Retail Manager
	

	Q.30


	2017 - Are there disabled people, i.e. staff, residents, or members of the public in the building who need assistance with evacuation?
2019 - Are there disabled people, i.e. staff, residents, or members of the public in the building who need assistance with evacuation?

	2017 – Building is small with good disabled access through multiple exits – can be guided or assisted by staff/volunteers if necessary.
2019 - Staff and volunteers always present to assist any people during an evacuation.
Assessed area on one level with no steps so special evacuation procedures/equipment are not required.
	L
	Retail Manager
	N James

	
	
	
	
	
	

	
	
	
	
	
	

	Q.52


	2017 - Can all emergency doors be easily and immediately opened by any person in an emergency, without a key or code?

2019 - Can all emergency doors be easily and immediately opened by any person in an emergency, without a key or code?

	2017 – Door in shop office requires a key which is to be kept on staff at all times.
2017 – Installation of new lock no longer requires a key to be opened from the inside. (17/7/17)

2019 - Coded lock removed from stock room door to allow quick access in emergency.
Secondary exit (office) is locked but does not need a key to be opened from the inside.


	L
	Retail Manager
	N James


	
	
	
	
	
	

	Q.73


	2023 – Has a fire drill been carried out in the last 12 months?


	2023 – Drills take place every 6 months. Records of all staff participants kept in main house office.


	L
	Retail Manager
	

	
	
	
	
	
	

	Q.84

	2023 - Regular fire door checks?
	2023 - No checks taking place and no system to record these. 


	H


	Retail Manager
	

	
	
	
	
	
	

	
	
	
	
	
	


*Create additional rows if required
PART 6:  MONITOR AND REVIEW (see page 25 – guidance document)
All Fire risk Assessments must be subject to ‘regular review’ in accordance with the Regulatory Reform (Fire Safety) Order 2005. The Fire Risk Assessment (FRA) is a dynamic ‘live’ document and must be reviewed on a regular basis particularly if there have been significant changes, so that it is kept up to date. 

Managers are to ensure that a regular review of the fire risk assessment, action plan and fire safety arrangements for the premises are carried out. 

For most buildings a regular review is accepted as annually by the enforcing authority. However, for buildings where the risk from fire is low with good management controls and procedures and no (high risk) significant findings the review timescale could be less frequent (consultation with the ORBP and GM/PM will be required).

FIRE RISK ASSESSMENT ACTION PLAN B (Review) (see page 26 – guidance document)
	Actions Still Outstanding From Previous Fire Risk Assessment (Review) – include any new risks



	Name of person (completing

this Review):

Telephone No:
	Date:

Building Area:


	IMPORTANT NOTE: HAVE THERE BEEN ANY SIGNIFICANT CHANGES (see page 3 of guidance document) THAT COULD AFFECT THE FIRE RISK AND RESULT IN THE FRA TO BE REGARDED AS NO LONGER VALID
PLEASE STATE: YES or NO
If YES, then please complete a new template taking into account the additional risk(s)
	
	
	


	FRA Ref No.
	Hazard/Risk/Deficiency
	Control Measure (or Action) Required


	Priority H/M/L
	Person to Action
	Initial (sign)

on completion

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Create additional rows if required

Appendix 1:    Plans (see page 24 – guidance document)
Provide here (or insert electronically if possible) a single line drawing of the premises showing the internal arrangements, staircases, final exit doors etc…. 
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