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Fire Safety: Introduction

1. Fire, and its consequences, poses a significant risk to any organisation. It is likely to be the most serious danger University personnel are likely to face. Fire can break out almost anywhere, at any time and can affect everyone. 

2. The objective of the Fire Safety Policy is to promote an awareness of the dangers and causes of fire, with a view to ensuring its prevention. Regular training, together with the encouragement and enforcement of fire safety measures, will ensure the risk to the University and its staff and students is reduced to the minimum. In addition, the policy outlines what should happen if fire is detected.

3. The University Fire Safety Advisor has the responsibility, in conjunction with the Health and Safety Advisor, for the implementation of the Fire Safety Policy. This is achieved through:

3.1 the development of specific Fire Safety Arrangements, and ensuring their dissemination and implementation 

3.2 providing advice to Heads of Department, members of staff, students and visitors, and the Students’ Union on matters relating to fire safety

3.3 the organisation and delivery of appropriate training

3.4 undertaking fire risk assessments, and drawing the attention of management to specific findings of those risk assessments

3.5 advice and engagement in the design and modification of buildings

3.6 engagement with the property surveyors appointed by University insurers 

General Fire Safety

4. In all buildings, the protection of human life takes precedence over fighting fires. Therefore, a well-rehearsed fire procedure must be in place. All staff and students need to be aware of this procedure, and to respond to it immediately. Once a fire starts and takes hold it will, if allowed, spread rapidly, engulfing the building, filling it with toxic smoke and cutting off vital escape routes. 

5. It is essential all members of staff are aware of the following: 

5.1 the fire procedures for the building they occupy and use

5.2 the evacuation marshals for the building

5.3 knowledge of where the nearest fire exit is situated, together with the nearest alternative exit 

5.4 the procedures to be followed if the fire alarm sounds

5.5 the importance of reporting to the fire warden or head of department

5.6 the importance of not re-entering a building until authorised

6. It is essential all members of staff, students and visitors are aware of the following requirements in relation to the action to be taken should a fire be discovered: 

6.1 sound the fire alarm by using the nearest available fire alarm call point

6.2 use only the extinguishers provided to fight the fire if competent to do so and the individual considers it safe to do so. At no point should individuals put themselves in danger

6.3 evacuate the building using the fire procedures

6.4 inform the evacuation marshals of the fire and its whereabouts

7. The Fire Safety Advisor has oversight of the general arrangements for fire safety and responsibility for developing those arrangements ensuring their dissemination and implementation. 



Fighting a fire

8. No member of staff, student or visitor should attempt to fight a fire unless trained to do so. It is the policy of the University that fire fighting should be left to the fire and rescue service.

9. Attempts to fight a fire should not be carried out if:

· It is larger than a waste paper bin
· It cannot be put out with one extinguisher
· Smoke is affecting breathing
· The way out cannot be seen (the exit must always be visible and should be behind the person to enable a hasty retreat if necessary)
· Gas cylinders or chemicals are involved
· The efforts are not reducing the size of the fire

10. In all circumstances, it is essential to raise the alarm first and ensure someone is available to assist before undertaking any attempt at fire fighting. 

Training

11. Heads of Department are responsible for ensuring all members of staff joining their department receive elementary instructions on the fire procedures for the building in which they are working. This instruction must be carried out as a priority on the commencement of employment.

12. All new staff are to: 

12.1	undertake the e-learning fire safety training and

12.2	attend a fire-safety induction course, where the University’s Fire Safety Advisor will give them basic fire safety instruction

13. A number of departmental staff, appropriate to the size and activities of the department, attend the fire awareness course given by the University’s Fire Safety Advisor to enable them to act as fire wardens/marshals within the department. 

Fire procedures for visitors

14. Visitors to the University are subject to the same fire procedures as other people on site. University personnel should take responsibility for visitors to their departments and ensure that either they are accompanied while on site or their whereabouts is known. This is to ensure that they can be evacuated in the case of an emergency.

Fire procedures for contractors

15. It is the responsibility of the University to ensure the safety of all people on site. Contractors must be given an authorization to enter University premises. On signing in, contractors must be made fully aware of the fire emergency and evacuation procedures.

Evacuation of disabled people

16. Wherever possible, a competent member of staff must be designated as being responsible for assisting disabled people in the event of a fire and assisting with their evacuation.

17. A Personal Emergency Evacuation Plan (PEEP) must be agreed and completed for all staff and students who declare a disability, which is liable to affect their progress in evacuating premises. Mobility impaired people should be assisted by a designated person (buddy) to evacuate initially to a refuge point and then to a place of final safety such as an assembly point. The designated staff member should be aware of all escape routes that are suitable for disabled people. These exits may be:

17.1 through a fire-resisting lobby into a staircase that leads directly to open air at ground floor level 

17.2 through fire resisting doors into another compartment, which has direct access to open air at ground floor level

17.3 through one set of fire resisting doors into a staircase leading to open air at ground floor level 

18. It is usual to assume that people will move away from the source of fire to the nearest exit. However, consideration should be given to the type of exit. The use of unprotected accommodation stairways should only be considered in the extreme circumstances of the evacuation of disabled people.

19. Having located the disabled person and accompanied them to the most appropriate floor exit, the member of staff must decide whether to move aside any wheelchair bound person for a short period, allowing the first rush of evacuees to leave ahead of the wheelchair. Whilst there is no hard and fast rule to this, it must be borne in mind that a wheelchair can cause considerable obstruction in a narrow doorway or staircase.  Use of designated refuge points must be considered a priority.

20. Bearing in mind the speed at which fire can develop, there should be no delay in ensuring disabled people are placed in a designated refuge and evacuated from the premises as soon as reasonably practicable. 

21. Having ensured that the disabled person is within a safe refuge, the member of staff who is accompanying or ‘buddying’ them must either continue evacuation with that person or ensure that relevant people in charge of the premises are aware that evacuation assistance is required by using the communication refuge alerters where available.  This information is to be conveyed immediately to the Senior Fire & Rescue Services Officer in attendance if evacuation is not complete. 

22. The University is responsible for the evacuation of all people from their premises.  On arrival, the Fire & Rescue Service will prioritise their actions and is to be informed of any evacuations still in progress.

Housekeeping

23. ‘Housekeeping’ is the term used for maintaining the workplace in a tidy, uncluttered and safe condition. A tidy workplace is a safe workplace. 

24. Escape routes (corridors and staircases) must not be used as storage areas. They must be kept clear and free of combustible materials and storage at all times. These are your exits from the building, should a fire occur. If a fire should start in these areas your escape route may be cut off. 

25. It is essential to keep waste materials to a minimum, and arrange for their removal from the workplace promptly. 

26. If flammable liquids are used, quantities should be kept to a minimum and lids replaced on containers after use. 

27. Heaters and other electrical appliances must only be issued or approved by the University. These are subject to an annual safety check.

28. Care should be taken that heaters are not positioned close to combustible materials.

29. Multi-point electrical adaptors and extension leads should not be used unless issued by, and their use approved by, the University. Electrical sockets must never be overloaded. 

		Fire Resistant Doors

30. A blue circular sign attached to both faces of the door denotes fire resistant self-closing doors. These doors are an integral part of the structural fire safety within buildings. Should a fire occur their designed job is to hold back the spread of fire and smoke for a minimum of 30 minutes allowing people time to escape and minimise damage within the building. 

31. The wedging open of fire resistant self-closing doors is a serious matter, as well as endangering lives it is an offence under fire safety legislation, which could result in prosecution. Therefore, members of staff, students and visitors must never wedge open fire doors. 

		Fire extinguishers and Fire Blankets

32. There are five types of extinguishers provided in University premises. Each has a specific range of use and is located adjacent to the related risk. 

33. The extinguishing media used are water, carbon dioxide, dry powder, foam and wet chemical. Each extinguisher varies in appearance and is colour coded as to its type and use. Each carries information and instructions for use on the main body of the extinguisher. 
34. Fire blankets are provided in kitchens and should be used for smothering fires involving flammable liquids or burning clothing. All personnel should familiarise themselves with the location and use of the fire fighting equipment in their area of work.

Fire Risk Assessments

35. The Regulatory Reform (Fire Safety) Order 2005 applies to all University premises in relation to general fire safety.  This legislation requires fire risk assessments to be carried out for the University and to be recorded in writing. 

36. The enforcing authority is the Kent Fire & Rescue Service who will periodically audit the University’s fire risk assessments and premises.

37. The Order imposes a general duty to ensure the safety of employees and relevant people by taking general fire precautions that make the premises safe. The concept of relevant people is, in general, anyone lawfully on, or near the premises. 

38. To meet this general duty, the responsible person in the premises must undertake or arrange a fire risk assessment and keep it up to date. The responsible person can be the employer, the person in control of the premises or the owner.  The Vice-Chancellor is the ‘Responsible Person’ for the University. 

39. To enable the University to meet its legislative duties, fire risk assessments will be undertaken for all buildings, including student accommodation. Specific fire safety risk-assessment proformas will be used for this undertaking. In devising these forms, the University draws on best practice such as the HSE Five Steps and PAS 79 methodologies. The Fire Safety Advisor has the responsibility of ensuring that the activity is carried out, and ensuring there is a regular review based on the findings of the fire risk assessment. 

40. The fire risk assessments, once completed, will be maintained on a database to allow access to the risk assessments by appropriate members of staff, and allow ease of updating the fire risk assessments. 

Implementation and Review

41. The Policy will be reviewed every three years, or following changes in legislation, significant organizational change or an investigation into the operation of the procedures. 

42. The Policy will be supported in its implementation by operational procedures and guidance, which are to be read as one with this Policy. 

43. The Policy applies to all campuses and locations of the University. 

44. The Policy is effective from 1 June 2011.

45. The Health and Safety Committee approved the Policy on 19 May 2011.  
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