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REGULATORY REFORM (FIRE SAFETY) ORDER 2005
FIRE EMERGENCY PLAN
This Emergency Plan has been developed following fire risk assessments of the relevant building

The purpose of the plan is 
· to ensure the safety of all persons in the event of a fire
· to ensure compliance with the Regulatory Reform (Fire Safety) Order 2005
· to ensure adherence to official guidance and related standards

Copies of this Emergency Plan will be made to any person on request.

Copies of the building Fire Risk Assessment are kept by the Responsible Person and the Asset and Facilities Officer and are available for inspection by Fire Service officers and building occupants.

	1. Address of the premises to which this Fire Emergency Plan relates
	Great Dawley Town Council
Dawley Town Hall, New Street, Dawley, Telford TF4 3JR

	The current Fire Risk Assessment for these premises is available from the Asset & Facilities Officer

	2. Occupier of the premises

Occupancy
	Great Dawley Town Council

Maximum Occupancy 220 including staff, visitors, contractors 


	3. Uses of the premises
	Community building with a large Town Hall for hire and an office occupied by Great Dawley Town Council


	4. Responsible Person
	Clare Turner – The Clerk of Great Dawley Town Council has primary executive responsibility for building management and is therefore the responsible person (in conjunction with the Chair of the council and Mayor) within the meaning of the Regulatory Reform (Fire Safety) Order 2005
Telephone number 01952 567910


	5. Other management responsibilities for fire safety
	The Asset & Facilities Officer has duties
· under the above legislation and associated official guidance
· in accordance with the arrangements described in this plan
These duties include cooperation and coordination between all staff, visitors and hirers of the Town Hall

Claire Morris, Asset & Facilities Officer is the lead Fire Marshal and is responsible for overseeing fire safety arrangements in the building and also reviews the Fire Risk Assessment annually or in the event of any significant change.
01952 567918


	6. Fire warning arrangements
	An electrical fire alarm system with a direct link to a monitoring centre with manual call points and heat and smoke detectors is provided throughout the premises. The system and installation complies with associated guidance and is serviced twice a year by JCE electrical contractors.

The general alarm signal is clearly audible throughout the building. The alarm sound is a siren.

The system is tested weekly, usually a Tuesday morning but this is subject to change due to bookings in the hall.


	7. Action in the event of fire
	On discovering a fire, persons should immediately retreat from the fire, raise the alarm from the nearest call point, evacuate and call emergency services by dialing 999 from a safe place

On hearing the alarm signal, all person’s present should immediately and calmly evacuate the premises by the nearest emergency exit and proceed to the assembly point (benches on the corner of New Street in front of ‘Peace of Mind’ homecare services) and ensure that someone has telephoned the emergency services.

Persons evacuating must
· obey the Fire Marshals instructions
· ensure others in the vicinity also evacuate
· assist any person who needs help, if safe to do so
· not stop to collect personal belongings
· proceed directly to the Assembly Point
· remain there until officially instructed otherwise


	8. Emergency escape routes
	Emergency escape routes are clearly signed and are kept immediately available and unobstructed at all times.

All hirers of the building are made aware of the evacuation plan and location of emergency exits and alternative escape routes.


	9. Arrangements for fighting fires
	Firefighting equipment is provided by Churchesfire as determined by the fire risk assessment and is maintained annually and checked monthly by the Asset & Facilities Officer

Persons with no specific training are not expected to fight a fire, but all staff should familiarise themselves with the location and basic operating principles of the equipment in case they need to use it (only in order to affect their escape, if cut off by fire) 

Simon Eccleston – Deputy Clerk 
Claire Morris – Asset & Facilities Officer
Are both Fire Marshals and have completed training in the use of firefighting equipment.

	10. Procedures for co-ordinating evacuation and for liaising with the fire brigade 

(in conjunction with 11 below)
	The responsible member of staff present will co-ordinate Fire Marshalling arrangements (see 11 below) and confirm complete successful evacuation of the premises or otherwise.

The responsible member of staff present will give the following information to the officer-in-charge of the first fire appliance to arrive
· whether the building is known to be fully evacuated, or whether persons remain in the building, or which areas have not been checked
· any dangerous substances stored in the building that are likely to become involved
· where the seat of the fire is thought to be located
· the best route to get to trapped persons or the seat of the fire


	11. Other key responsibilities in the event of fire
	Arrangements ensure that adequate Fire Marshals and/or other nominated, trained persons are available at all times to
· checking that each designated area is clear of all staff, visitors or hirers, and closing doors and windows if safe to do so
· directing evacuating persons to the assembly point
· reporting each area as clear (or otherwise) to the responsible member of staff present
· preventing persons from entering the building
· conducting regular fire safety inspections and recording the findings

Hirers of the venue are responsible for all their attendees evacuating safely to the final assembly point and for reporting to the responsible person on site or to the fire brigade if necessary


	12. Persons who are especially at risk
	Fire risk assessments have determined that no persons are considered to be especially at risk from fire, provided that all relevant fire safety arrangements as described in this plan and the fire risk assessment for the building are fully implemented and maintained.


	13. Presence of visitors, contractors, service providers etc
	Building contractors, window cleaners, external security staff etc and other visitors may be present from time to time.

The Asset & Facilities Officer along with the Projects Officer (Sarah Houlston) are responsible for ensuring that all contractors formally agree to all fire safety arrangements and are adequately informed and instructed, that Safe Systems of Work are adhered to throughout, and that all dangerous substances present and their exact locations are declared and made known to the appropriate persons (as necessary/relevant to sections 10, 11 &16)


	14. Specific arrangements, if necessary, for high fire risk areas of the workplace, and dangerous substances
	The Asset & Facilities Officer ensures that appropriate risk assessments are undertaken and current and that all chemicals are stored in a suitable locked cupboard

If any dangerous substances are brought into the building (e.g by contractors) the following details must be given to the Asset & Facilities Officer for each substance: chemical identity and/or trade name, quantity, location, brief details of use and storage, Material Safety Data Sheet, and name of person responsible. 


	15. Fire information & instruction – visitors & hirers
	Information and instruction is conveyed to visitors and hirers by the following means:
· Fire action notices
· Other relevant signage
· Emergency evacuation procedure


	16. Fire training programme – all staff
	All staff are provided with Fire Safety as part of the induction process which includes the following
· The action to be taken on discovering a fire
· The action to be taken when the fire alarm sounds
· Familiarisation with the means of escape from the premises
· The location of the assembly point
· The location and safe use of firefighting equipment
· Local fire safety awareness and prevention

Staff have also undertaken e-learning Fire Safety Awareness training on OLLY as part of Telford & Wrekin Councils online learning tool.

Exercises (fire drills) At least every 12 months, preferably more        frequently
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