CANTERBURY CHRIST CHURCH UNIVERSITY

RESPONSIBLE PERSONS FOR UNIVERSITY BUILDINGS PROCEDURES DOCUMENT
Section 1 Introduction

1.1 The University is under an obligation to secure the safety of staff, students and visitors. In particular, the Regulatory Reform (Fire Safety) Order 2005 represents a significant change in management responsibilities for Fire Safety. Under the Order, the University is responsible for undertaking Fire Risk Assessments, and addressing issues arising from those Assessments. Consequently, it is essential to have in place appropriate managerial arrangements for fire safety management within a building. 

1.2 The University must take such general fire precautions that will ensure, as far as is reasonably practicable, the safety of employees and other relevant persons, e.g. students, contractors and visitors.  These precautions include arrangements for action to be taken in the event of fire on the premises, including those relating to the instruction and training of employees.

1.3 To meet these obligations, the Senior Management Team has agreed a policy on Responsible Persons for University Buildings (‘Responsible Persons’)
. The owner of the policy is the Strategic Director (Resources), supported in the implementation period by the Assistant University Secretary. 
1.4 The objective in appointing a Responsible Person is to ensure the University is able to meet its responsibilities in relation to regulatory requirements. The regulatory requirements a Responsible Person will address are subject to development over time, but currently relate to the following:

(a) Fire safety (Section 5) 
(b) Building Evacuation (Section 6) 
(c) Health and safety in shared and common areas (Sections 3 and 9)
(d) Smoking-free environment (Section 3) 
(e) Licensing (where this is specifically required of the Responsible Person) (Annexe Five)
(f) Engagement with the University’s Business Continuity Plan
1.5 The Responsible Person is central to ensuring the safety of the building, and those staff, students and visitors who make use of it, in conjunction with other members of the University (Section 2). They fulfil this role by exercising oversight of University buildings (Section 3), supported and assisted by Building Wardens (Section 4).

1.6 A Responsible Person exercises responsibility for the building as a whole, although this responsibility may be delegated to others. Responsible Persons may hold Heads of Department to account to ensure that there are adequate systems and processes in place to secure the safety of the building, and the people who make use it. 
1.7 The arrangements apply across all campuses and sites. 

1.8 The purpose of this document is to assist Responsible Persons and Building Wardens exercise their responsibilities. In addition, the document should inform interested members of the University of the arrangements. 
1.9 This is a working document, and as such will be subject to review and improvement. This will be particularly true in the early stages of implementation.  

Section 2 Overview of Roles and Responsibilities
Vice Chancellor
2.1 The Vice Chancellor, as Chief Executive, has overall executive responsibility for the University. However, the Vice Chancellor has delegated certain responsibilities in relation to the operation and management of the regulatory framework covering Estates, Health and Safety, including fire safety, as set out below.  Delegation of these responsibilities does not transfer overall accountability for the legal obligations placed on the Vice Chancellor as Chief Executive.  
Strategic Director (Resources)

2.2 Strategic oversight is delegated to the Strategic Director (Resources), as the Senior Management Team member responsible for the University Estate. However, the Strategic Director may delegate operational management to a nominee to act on his behalf. 
2.3 The Strategic Director (Resources) is responsible for the appointment and deployment of Responsible Persons. 
Responsible Person for a University Building
2.4 Certain duties relating to the operation of specific responsibilities have been delegated to a Responsible Person. 

2.5 Each building occupied by the University comes under the control of a Responsible Person (Section 3). 
Appointment of Responsible Persons

2.6 The Responsible Person should be of sufficient standing to ensure others take the necessary actions. However, the responsibility should not be so burdensome that it would detract from the person’s substantive role. This is because other managers and supervisors in the building, or elsewhere in the University, will take most of the action required. In essence, the Responsible Person would close the loops, and therefore needs to be of sufficient authority to ensure the necessary action is taken. 

2.7 The intention is to appoint a limited number of individuals to act as Responsible Persons. A smaller group is deemed more manageable. Ordinarily, those undertaking this role should not be academic heads of department, although in specific and special circumstances an academic head of department may act as a Responsible Person. 
Deployment of Responsible Persons

2.8 The deployment of Responsible Persons is as follows:

For campuses outside Canterbury

2.8.1 The Campus Directors is the Responsible Persons at Broadstairs and Chatham

2.8.2 The General Manager is the Responsible Person at Salomons

2.8.3 The Project Manager / Centre Manager is the Responsible Person at the University Centre Folkestone
For buildings in Canterbury

2.8.4 The Responsible Persons for the  buildings in Canterbury (other than Hall Place) are:

· the University Fire Safety Advisor

· the University Health and Safety Advisor

· the Director of Hospitality Services,

· the Estates Manager 
· the Campus Services Manager  
2.8.5 The Director of Knowledge Transfer is the Responsible Person for Hall Place

2.9 There is flexibility in the system, in that the number of Responsible Persons can be increased should the need arise. This would be a matter for the Strategic Director (Resources) to determine. 

Training and Support

2.10 Under the direction of the Assistant University Secretary, the University’s Health and Safety Advisor and the Fire Safety Advisor are responsible for the induction, training and support of Responsible Persons and Building Wardens in respect of Fire Safety and General Health and Safety. 

2.11 There will be a forum for Responsible Persons to meet periodically to review matters of common interest. 
Building Wardens
2.12 Building Wardens will assist the Responsible Person in undertaking responsibility for oversight of the building. 
2.13 Normally Building Wardens drawn from the administrative staff in the building will support the Responsible Persons by undertaking a routine monitoring, advising and compliance role. Where possible, the Building Wardens would also be acting as Departmental Health and Safety Representatives, as these functions are complementary. 

2.14 Building Wardens will receive training, updating and briefing for the role. 

Shared Responsibility
2.15 Successful implementation of the Policy is dependent on the willingness of a range of people in the University to work for the common good. In addition to the Responsible Persons and Building Wardens, the arrangements identify individuals to exercise responsibility for securing the safety of those working in the building. 

2.16 The responsibility of Heads of Department for ensuring the safety of their staff remains in place, and there is also a need for heads of department to cooperate with Responsible Persons to enable them to ensure the safety of the buildings. 

2.17 The Health and Safety Advisor and Fire Safety Advisor are responsible for providing support and training. 

Student Residential Accommodation
2.18 Student accommodation is subject to separate arrangements, which are the responsibility of the Director of Hospitality Services. 
2.19 The arrangements for residential accommodation at Salomons fall under the Responsible Person at Salomons. 
Section 3 Duties of Responsible Persons
Introduction
3.1 This section outlines the duties of a Responsible Person. 
Fire Safety 

3.2 The primary concern of the Responsible Person is with fire safety. The Responsible Person has the authority to ensure adherence to fire safety precautions. 
3.3 The duties of the Responsible Person in relation to fire safety are to 
(a) work with the Building Warden to promote the safety of the Building (Section 4)
(b) ensure the recommendations in a Fire Risk Assessment are addressed by the named manager (Section 5)
(c) carry out periodic reviews and checks to ensure the observing of fire safety measures
(d) ensure there is a fire evacuation plan in place (Section 6), and evacuation drills are carried out in accordance with the arrangements (Section 7)
General Health and Safety
3.4 The Responsible Person is concerned with issues of general health and safety that lie outside the remit of a specific Head of Department, who is formally responsible of the health and safety within the department.
3.5 The duties of the Responsible Person in relation to health and safety are to ensure:

(a) the recommendations in a General Health and Safety Assessment are addressed by the named manager (Section 9)
(b) there are means in place for adherence to general health and safety precautions in common and shared areas, which includes corridors, classrooms, toilets and reception areas. 
(c) general health and safety in the common and shared areas within the building. These common and shared areas are (a) those that are not under the direct control of another manager and/or (b) where responsibilities might fall under several managers depending on the activity. 

(d) carry out periodic reviews to ensure the observing of safety measures in common and shared areas. 
Aspects that are not the responsibility of Responsible Persons
3.6 Ordinarily, the following are the responsibility of other managers, unless it explicitly stated that the Responsible Person is to have oversight:

· the grounds, which are the responsibility of the relevant Estates Officer, with exception of the Policy on the Smoking Free Environment (see below)
· the kitchens and dining areas, which are the responsibility of the relevant hospitality services department
3.7 The Responsible Person is not concerned with those health and safety matters that are the responsibility of a head of department. The head of department is responsible for space allocated for use by an individual or group of individuals within the department (such as office space or dedicated teaching space) and for the individuals within the department (such as responsibilities for Display Screen Equipment (DSE) assessments). 

3.8 Where there is a perceived overlap in responsibility, the Responsible Person will reach a working agreement with the head of department concerned. The main criterion is whether a head of department has managerial control over the space or activity concerned. 

Smoking Free Environment
University Policy 

3.9 The policy on the Smoking Free Environment applies to all University staff and students, as well as to contractors, clients, tenants and visitors while on University premises and grounds. It extends to all campuses, buildings, land, sites and other premises and grounds owned, occupied or managed by the University. Smoking is not permitted in:

3.9.1 any building or on any land owned by or leased to the University and occupied by employees, students, contractors, clients, tenants and other visitors except in the clearly and specifically designated areas on University land where smoking of tobacco will be permitted 
3.9.2 vehicles owned or leased by the University at any time 
3.9.3 private vehicles parked on University premises and grounds at any time 

3.9.4 private vehicles used in the course of employment when there is another person in the vehicle 
3.9.5 residential accommodation owned or managed by the University 
3.9.6 any other premises and grounds covered by the 2006 Act

3.10 The sale of tobacco or any other substance capable of being smoked is not permitted on University premises and grounds. 

3.11 Smoking is permitted in designated areas outside University owned premises and grounds only, but smoking breaks outside of official rest periods are not permitted. No extended breaks are permitted for smoking. 
3.12 Smokers must ensure that cigarettes or cigars are disposed of cleanly and safely. Smokers must not obstruct access to or exit from University premises and grounds. 

3.13 This policy becomes mandatory with effect from 1 July 2007. Breach of the policy constitutes an offence under student and staff disciplinary policies. 
Responsible Persons and University Policy

3.14 All managers within the University have a responsibility to ensure there is adherence to the policy. As such Responsible Persons have a general duty to secure the implementation of the policy. 
3.15 The duties of the Responsible Person in relation to the building are to 

(a) work with the Building Warden to ensure there is compliance with the University policy both inside the building, and on the campus
(b) monitor the implementation of the policy with respect to the building, and to notify either the University Solicitor or the Assistant University Secretary of matter affecting the implementation
Licensing

3.16 Where this is a requirement of the building, the Responsible Person will be responsible for overseeing the arrangements relating to licensing arrangements. This will be clearly communicated to the Responsible Person concerned. 
3.17 The requirements for licensing are set out in Annexe Five. 

Section 4 Duties of Building Wardens
Introduction 

4.1 Building Wardens who are ordinarily located in the building will support the Responsible Person in undertaking their responsibilities for oversight of the building. “Ordinarily located” is taken to be the office of the Wardens is within or adjacent to the building concerned. 

4.2 The role of the Warden is to monitor fire safety and general health and safety and ensure compliance with University requirements in other designated areas of activity. 

Fire Safety 

4.3 The responsibilities of a Building Warden in relation to fire safety are:

a. checking fire precautions are satisfactory and being maintained in accordance with the Fire Risk Assessment (Section 5), and taking appropriate action to ensure fire safety; 

b. notifying the Fire Safety Advisor of changes in the circumstances of the building that affect the Fire Risk Assessment;
c. becoming familiar with Emergency and Evacuation Plan (Section 6), which includes the evacuation of disabled persons
, and checking that it is operable; 

d. under the direction of those responsible for evacuations, ensuring there is an appropriate response, and providing reports on evacuations (Section 7); and 

e. reporting to the Responsible Person on significant issues the Warden is unable to address 

4.4 Wardens will NOT undertake the role of a fire fighter. 
General Health and Safety
4.5 The responsibilities of a Building Warden in relation to general health and safety are to ensure:

a. there are risk assessments in place for the common and shared areas in the building that are not the responsibility a manager other than the Responsible Person, and taking appropriate action 
b. there is proper housekeeping in the common and shared areas, and appropriate action is taken to remove hazards

c. there are appropriate means in place for securing the safety of employees, students and other visitors in the building
d. there are appropriate means of reporting accidents, incidents, near misses and hazards in the common and shared areas, and these are understood

e. an awareness of the arrangements in place for the issuing of permits to work 
f. reporting to the Responsible Person on significant issues the Warden is unable to address 

Smoking Free Environment
4.6 All members of the University have a responsibility to ensure there is adherence to the policy. As such Building Wardens have a general duty to secure the implementation of the policy. 

4.7 The duties of Building Wardens in relation to the building are to 

a. work with the Responsible Person to ensure there is compliance with the University policy both inside the building, and on the campus 

b. monitor the implementation of the policy with respect to the building, and to notify either the University Solicitor or the Assistant University Secretary of matter affecting the implementation

Section 5 Fire Risk Assessments
Competent Person

5.1 There is a requirement that the University carries out a Fire Risk Assessment (FRA) on all University buildings by a competent person adequately trained for this purpose, and the findings of the FRA are acted upon within a reasonable time scale. 
5.2 A person is regarded as competent who has sufficient training and experience or knowledge and other qualities to assist properly in undertaking the preventive and protective measures.

Responsibility of the Fire Safety Advisor

5.3 The Fire Safety Advisor is responsible for undertaking FRAs, or ensuring those trained for this purpose, which may include consultants, carry them out, and prepare a written report.
Responsibility of Managers
5.4 The FRA contains recommendations that require a managerial response. The FRA identifies the University manager responsible for addressing each recommendation. The manager concerned is to ensure the undertaking of any work or activities necessary in the time stipulated in the FRA, and to report on progress to the Fire Safety Advisor. 
5.5 If the manager does not have responsibility for an aspect of work, there is a requirement that the named manager inform the Fire Safety Advisor immediately, to enable the Advisor to identify the correct person. 
5.6 The Fire Safety Advisor will provide advice on the addressing of the issues, including general advice contained within the FRA. 
Responsibility of Responsible Persons
5.7 The Responsible Person is responsible for ensuring the addressing of the recommendations in a FRA, by the named manager, and carrying out periodic reviews and checks to ensure the observing of fire safety measures. 
5.8 The Fire Safety Advisor will provide a copy of the FRA for a building to the relevant Responsible Person. 
Responsibility of Building Wardens
5.9 Building Wardens are to notify the Fire Safety Advisor of changes in the circumstances of the building that affect the FRA. 

Following Up Fire Risk Assessments

5.10 The Protocols for following up FRAs are set out in Annexe Two. 
Section 6 Emergency and Evacuation Plan
Introduction

6.1 A requirement of the legislation is that there is an Emergency and Evacuation Plan in place, which takes into consideration the evacuation of disabled persons
. The suitability of the Plan will be addressed in the Fire Risk Assessment. 

Responsibility of the Fire Safety Advisor

6.2 The Fire Safety Advisor is responsible for ensuring the formulation the Emergency and Evacuation Plan for the Building, in conjunction with the Building Wardens and, where appropriate, the Responsible Person. 
Responsibility of the Responsible Person
6.3 The Responsible Person is to ensure an Emergency and Evacuation Plan is in place for the building. This is to include the evacuation of disabled persons.
Evacuations in Canterbury: Responsibilities of the Security Team at and near North Holmes Road Campus
6.4 In Canterbury, Building Emergency and Evacuation Plans rely on the Security Team, or their equivalent at other campuses, as they are the only group on duty 24 hours a day. However, the Security Team will NOT undertake the role of a fire fighter. 
6.5 The responsibilities of the Security Team in relation to fire safety are:

Following an emergency call

(a) responding to all fire and emergency calls, being the first to react to fire alarms and other emergencies. 
(b) checking the building, if safe to do so, to confirm fire or false alarm (which the Fire Service requires before responding)
. 

(c) assisting in evacuations, including evacuating disabled persons from nominated safe refuge areas, in conjunction with members of the Estates Department and the Health and Safety professionals.

As part of the routine duties
(d) checking that fire precautions are satisfactory and being maintained during their regular patrols, and reporting their findings to the Responsible Person for the Building.

In support of fire safety
(e) undertaking such regular training as is required to carry out the duties.

6.6 The Fire Safety Advisor will arrange appropriate training for the Security Team, which will include updating training every six months. Security Team should be trained in elementary fire safety knowledge allowing them to carry out regular basic fire safety inspections during their routine patrols recognising problems at an early stage. It would also provide the means of familiarising them with the building in preparation for checking buildings when alarms go off. 

Evacuation Procedures

6.7 The Evacuation Procedures for each Campus are on the University website (http://www.canterbury.ac.uk/support/health-safety/fire-safety/evacuation-procedure/index.asp). 
6.8 The following is a list of the procedures

Broadstairs Main Site 

Canterbury Main Site (North Holmes Road) 

Other Canterbury sites: 

· Degas Centre 

· Lanfranc 

· Neville House 

· Pin Hill 

· St Gregory's Centre 

· Stodmarsh 

· St Augustine's Art Centre 

· The Mount 

· Lady Woottons Green
· Vernon Place 

· Hall Place 

· Sidney Cooper Gallery 

Salomons

· Mansion House 

· Canterbury House 

· Runcie Court 

· Broomhill House 

· Oak Lodge 

· Oaten Hill 

· North Lodge

6.9 The procedures are included as Annexe Six. 

Evacuations in Canterbury at Buildings Not near North Holmes Road Campus

6.10 The Buildings in Canterbury not considered near North Holmes Road are: 
· Lady Wootons Green
· St Pauls House
· Neville House 
· 21 New Dover Road
· Newingate
· Sidney Cooper Centre 
· Augustine Art Centre
· Deagas Centre (Until Disposal)
· Augustine House (Until Demolition)
Procedures at Building without Direct Alarm to Kent Fire and Rescue Service

6.11 Each of the following properties are not currently linked by a direct alarm to Kent Fire and Rescue Service, but a there is a phased introduction of the links
· Lady Wootons Green
· Neville House 
· 21 New Dover Road
· Sidney Cooper Centre 
· Augustine Art Centre
· Deagas Centre (Until Disposal)
6.12 At each of these buildings there are designated persons who are responsible for undertaking the following immediate action on the sounding of the alarm: 
(a) Ensuring the immediate evacuation of the building
(b) Checking the building, if safe to do so, to confirm fire or false alarm 
(c) Calling the Kent Fire and Rescue Service
(d) Telephoning North Holmes on 01227 767700 and advising the switchboard of the situation
(e) Briefing the Security Staff and/or Fire and Rescue Service on arrival
Procedures at Building with Direct Alarm to Kent Fire and Rescue Service

6.13 Each of the following properties have a direct alarm to Kent Fire and Rescue Service 
· St Pauls House
· Newingate
· Augustine House (Until Demolition)
6.14 At each of these buildings there are designated persons who are responsible for undertaking the following immediate action on the sounding of the alarm: 
(a) Ensuring the immediate evacuation of the building
(b) Checking the building, if safe to do so, to confirm fire or false alarm 
(c) Telephoning North Holmes on 01227 767700 and advising the switchboard of the situation
(d) Briefing the Security Staff and/or Fire and Rescue Service on arrival
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Section 7 Evacuation Drills

Responsibly for Evacuation Drills
7.1 Responsibility for carrying out evacuation drills should rest with the people most likely to respond, and take charge, in a real situation. This has many benefits: 

· it tests the emergency plan; 

· it identifies any weaknesses in the emergency plan

· it test the arrangements for suitability regarding disabled persons.

· it allows those responsible for evacuations to engage in a practice evacuation; 

· it familiarises those involved with what do to should a real event occur; and

· it reaffirms training.

7.2 A distinction is drawn below between Student Residential Accommodation and Other Buildings. For information, the Arrangements for Student Accommodation are given in Annexe Four. 

7.3 Drills should be carried out at least annually for each building. 
7.4 Within reason it should not be necessary to have to give notice of when evacuation drills are being held. Drills are not to be held during University examinations or formal University events. 
7.5 For buildings with more than one escape route, the evacuation drill might follow the assumption that one exit or stairway is unavailable because of the fire. A designated person might be located at a suitable point on an exit route to simulate this eventuality. This tests the extent to which individuals are able to use alternative escape routes that they may not normally use.

Role of the University Fire Safety Advisor
7.6 The role of the Fire Safety Advisor is to:

(a) provide training and advice in advance of the evacuation drills 

(b) receive reports on the evacuation drills, and to maintain the University records

(c) audit the arrangements, and report annually on those arrangements to the Health and Safety Committee and to Senior Management

(d) draw attention to a lack of compliance with the arrangements for evacuation drills to those responsible for the oversight of the arrangements

(e) co-ordinate the collection of information relating to periods when evacuation drills should not take place, and to disseminate the information

7.7 The Fire Safety Advisor will NOT arrange any of the drills; that would be the responsibility of others. However, the Fire Safety Advisor would facilitate the process. 

Buildings other than Student Residential Accommodation in Canterbury

7.8 Responsibility for oversight of the arrangement of evacuation drills in buildings in Canterbury with the Head Porter, in conjunction with the Responsible Person and the Building Wardens. 
7.9 Other members of staff who would have a responsibility in the event of an evacuation should be engaged in the evacuation drills. This is particularly important for evacuations involving those who are disabled
. The Head Porter should receive a copy of each Personal Emergency Evacuation Plan (PEEP). 
7.10 Drills will be arranged over the Michaelmas and Lent Terms provide appropriate training opportunities for those engaged in overseeing evacuations, and to prevent unnecessary disruption of University activities.  Drills in the Trinity Term will be arranged in such a way as to take account of the main examination period. 

7.11 Drills will be arranged in July and August to test procedures relating to summer schools. 

7.12 Additional drills should be included to include evening and night staff where applicable. 

7.13 A brief report will be made by the individual responsible for arranging the drill, which will be copied to the Responsible Person for the University Building and the Fire Safety Advisor. This report will be used as evidence of evacuation drills in event of enquiry by regulatory authorities and to inform the development of policy and practice. Such a report would also be made in the event of false alarm that resulted in an evacuation. There is a requirement for the University to monitor all false alarms. 

Evacuation Drills at Campuses outside Canterbury

7.14 Responsibility for oversight of the arrangement of evacuation drills at other campuses rests with the Responsible Person. 

7.15 The Responsible Person will delegate responsibility for specific evacuations as appropriate. 
7.16 Other staff with a responsibility in the event of an evacuation should be engaged in the process. This is particularly important for evacuations involving those who are disabled. The Responsible Person should receive a copy of each PEEP. 
7.17 A brief report will be made by the individual responsible for arranging the drill, which will be copied to the Responsible Person and the University Fire Safety Advisor. This report will be used as evidence of evacuation drills in event of enquiry by regulatory authorities and to inform the development of policy and practice. Such a report would also be made in the event of false alarm that resulted in an evacuation. There is a requirement for the University to monitor all false alarms.

Student Residential Accommodation 

7.18 There are separate arrangements for Student Residential Accommodation, which are not part of the Responsible Person arrangements. 

Training Implications of Evacuation Drills

When planning an evacuation drill:

· ensure any equipment can be safely left

· nominate briefed observers to determine the effectiveness of the drill 
· inform the alarm-receiving centre if the fire-warning system is monitored

· select a member of staff at random to set off the alarm by operating the nearest alarm call point using the test key to indicate the level of knowledge regarding the location of the nearest call point.

Throughout the drill, attention needs paying to:

· communication difficulties with regard to the roll call

· the use of the nearest available escape routes as opposed to common circulation routes

· difficulties with the opening of final exit doors

· difficulties experienced by people with disabilities

· effectiveness of nominated persons carry out their roles

· inappropriate activity, e.g. stopping to collect personal items, attempting to use lifts

· windows and doors not being closed as people leave.

Immediate debriefs are useful as a means of discussing the evacuation drill and providing feedback. The Fire Safety Advisor will collate and review reports to draw conclusions and identify any remedial actions and any broader recommendations.

Section 8 University Emergency Action Plans

Introduction

8.1 The Fire Safety Advisor is responsible for the preparation of the Emergency Action Plans. 

Emergency Action Plan Arrangements
8.2 A nominated Fire Officer (‘Fire Officer’) should be available at all times to respond and take charge of any incident occurring whilst on duty. To ensure the plan works, this person must be familiar with the emergency procedures, take charge and delegate duties. 
8.3 The emergency plans are designed to rely on only the minimum number of persons responding, with any additional attendees being additional rather than a necessity. 
8.4 The Fire Officer is to allocate the positions of the Fire Marshals in order of priority. 

8.5 The evacuation plans contain additional information relevant to each building to enable the Fire Officer to assess the situation and report to the fire service on their arrival. This includes a floor plan with locations of refuge areas, accommodation where disabled persons are situated
, hazardous materials, gas cylinders, etc. 

8.6 Provided on, or attached to, the fire plan are details of the fire alarm to enable the fire officer or fire service locate the main indicator panel and detect zones involved. There would also be procedures for silencing and resetting of the alarm after the event.
8.7 The Fire Safety Adviser is to ensure the Fire Officers are trained to a level where they can confidently train the relevant staff in the procedures required to instigate the plan. The Fire Safety Advisor would oversee, and contribute to, this training.
8.8 It is the responsibility of the Fire Officers to test the plan by initiating out of hours fire evacuation drills. 
8.9 The fire response team is responsible for ensuring

· the building is evacuated, 
· people are moved to the correct assembly point, 
· disabled persons are accounted for, and their location ascertained if left in refuge areas, 
· no one enters the building until authorised to do so, 
· the fire service are met on their arrival and are fully briefed about the incident. 
8.10 The fire response team, including those working out of hours, should be trained on the use of fire extinguishers and in fire awareness. However, fire fighting will NOT be part of their role; this is the responsibility of the fire service.
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Section 9 General Health and Safety Risk Assessments

9.1 The University Health and Safety Advisor is responsible for undertaking General Health and Safety Risk Assessments for the common and shared areas, or ensuring those trained for this purpose carry them out. 
9.2 The General Health and Safety Risk Assessment contains recommendations, which require a managerial response. The Risk Assessment identifies the manager responsible for addressing each recommendation. The manager concerned is to ensure the undertaking of any work or activities necessary in the time stipulated in the Assessment, and to report on progress to the Health and Safety Advisor. 

9.3 If the manager does not have responsibility for an aspect of work, there is a requirement that the named manager inform the Health and Safety Advisor immediately, to enable the Advisor to identify the correct person. 
9.4 The Health and Safety Advisor will provide advice on the addressing of the issues within the General Health and Safety Risk Assessment. 
CANTERBURY CHRIST CHURCH UNIVERSITY

RESPONSIBLE PERSONS FOR UNIVERSITY BUILDINGS 

Section 10 Arrangements for Information and Training in Relation to Fire Safety

10.1 The guidance documents accompanying the Regulatory Reform (Fire Safety) Order 2005 highlight the need for the provision of adequate fire safety information and training for staff and visitors
. The guidance states the type of information and training provided should be based on the particular features of the premises and should:
· take account of the findings of the fire risk assessment

· explain the emergency procedures 

· take account of the work activity and explain the duties and responsibilities of staff

· take place during normal working hours and be repeated periodically where appropriate

· be easily understandable by staff and other people who may be present

· be tested by fire drills

10.2 The intention is to use the guidance as the basis for information and training provided by the University that will be provided by the University Fire Safety Advisor, drawing on other appropriate resources. 
10.3 Training should:

· be repeated periodically as necessary

· be adapted to take account of any new or changed risks to the safety of employees or others

· be provided in a manner appropriate to the risks identified by the fire risk assessment

· take place during working hours

10.4 Appropriate records of any training programme will be maintained as the enforcing authorities may want to examine these records as evidence that adequate training has been provided. 

10.5 The purpose of this section is to set out the intentions in relation to information and training. 

Fire Safety Information

(a) Employees

10.6
The University needs to provide employees with appropriate information on:

· the risks identified by the risk assessment

· the means used to control fire risks

· the evacuation and emergency procedures, including the responsibilities of those responsible for particular tasks

· where appropriate, the risks arising from others using the premises

(b) Other Employees

10.7
The University needs to provide information on the fire risks and preventative measures to other employers from an outside organization working in or on University premises. This includes the evacuation procedures.
(c) Non Employees

10.8
The University needs to provide non-employees with appropriate instructions and comprehensible and relevant information regarding any risks that they may face. Under this heading, consideration needs to be given to the arrangements for informing students. 

(d) Under 18s

10.9 Before employing a a person under 18 years of age, the University should provide a parent, guardian or carer with information on the fire risks involved and the measures implemented to control those fire risks.
Content and format of information

10.10
Fire safety information includes
· the fire procedures and how they are to be applied

· the fire protection arrangements 

· the designated escape routes

· the location of the fire assembly point
· the location and operation of the fire alarms and other fire-safety equipment, e.g. fire extinguishers

10.10 In larger, more complex buildings, additional information and instruction will be provided. 
10.11 Staff and, where necessary, other persons on site, should receive the information and instruction in such a way as to be concise, comprehensible for everybody and the basis for action. 
10.12 The information needs to consider those who do not use English as their first language and those with disabilities, e.g. hearing or sight impairment. The Fire Risk Assessment should consider, where appropriate, whether further instruction or guidance is necessary for certain individuals. 
10.13 Written instructions need reviewing and updating as new working practices and/or other risks are introduced. 

10.14 There are specific requirements relating to providing information concerning dangerous substances. Where dangerous substances are present, i.e. stored or used on site, the University should provide employees with the following:

· the substance(s) and the associated risk(s)

· access to any relevant safety data sheet(s)

· any legislative provisions applying to the substance(s)

· details of any relevant risk assessment(s).

Fire Safety Training

10.15 The University Fire Safety Advisor is responsible for securing the provision of fire safety training. 
10.16 As a general principle, training will use a cascade model. The Fire Safety Advisor will train (or securing the training of) the Responsible Persons, Building Wardens and Fire Marshals. In turn, the Building Wardens and Fire Marshals will be responsible for ensuring the occupants of their buildings receive basic training on the Building Emergency Plan. Particular attention is to be given to new staff and, where appropriate, students and other visitors. The reason for adopting this approach is to promote 'ownership' of a building, which is central to the arrangements for building management.

Responsible Persons

10.17
Responsible Persons have oversight of the building, and therefore should be able to understand the broad strategic issues relating to fire safety, including the role of Fire Wardens and other staff. 

Training Requirements:

10.18
The Responsible Persons require 

· understanding of the University fire safety strategy

· awareness of the fire safety measures and management policies in place

· understanding of the purposes of fire risk assessments as a record of the significant findings of the assessment and as a basis for action

· appreciation of the importance and arrangements for recording the action in response to fire risk assessment, including the measures taken to respond to the assessments

· knowledge of the arrangements for addressing the needs of any group of persons identified by the assessment as being especially at risk

· knowledge of the arrangements for the review of the fire risk assessment on a periodic basis so that it is kept up-to-date,

· knowledge of the arrangements for evacuation, including the difficulties that could be experienced by persons with disabilities

· an ability to identify potential hazards on a tour of inspection

Building Wardens

10.19 Building Wardens require sufficient training and information to enable them to implement appropriately the precautionary procedures of the University. 
Training Requirements:

10.20 The Building Wardens require 
· understanding of the purpose of fire risk assessments, and the nature and value of the information they contain

· appreciation of the ways in which fire risk assessments can be used as working documents, and the means by which they should be updated

· knowledge of the location of fire assembly points
· ability to identify hazards and reduce the potential for a fire to occur

· knowledge of the evacuation procedures for the building for which they act as Warden

· appreciation of the importance of good housekeeping, and the need to take proactive measures to ensure the safety of the building

· the knowledge to brief the users of the building to use the most appropriate escape route

· appreciation of the difficulties that could be experienced by persons with disabilities, and the arrangements in the building for securing their safety

· knowledge of the pre-planned special evacuation arrangements

· understanding of the purpose of any fixed fire-fighting equipment, e.g. sprinklers or gas flooding systems, and the use and limitations of fire-fighting equipment

· knowledge of the mechanism for reporting of faults, incidents and near misses

10.21
In addition, there will be briefing on the measures 

· to reduce the risk of fire and spread of fire on the premises

· in relation to the provision of means of escape from the premises and ensuring that they can be safely and effectively used

· in relation to the means for fighting fires on the premises

· in relation to the means for detecting and giving warning of fire on the premises

· in relation to the arrangements for action to be taken in the event of fire on the premises (mention that this includes the instruction and training of employees)

· to mitigate the effects of fires.

Staff responsible for Fire Safety Tasks

10.22
Those members of the staff who are responsible for specific fire safety tasks will require specific training to carry out their role. Staff with specific responsibilities need 

(a) to be provided with relevant information and training on appointment 

(b) briefings and updates on a regular basis after the necessary training, which will normally be annually 

10.23 This training requirement includes any staff working outside normal working hours.
Training Requirements

10.24
Those responsible for the opening and closing of buildings
· appreciation of the importance of the removal of additional security, bolts, bars or chains on final exit doors before the start of business to ensure that escape routes are accessible

· appreciation of safety considerations when closing down the premises at the end of the day

· appreciation of the importance of the safe storage of hazardous substances at the end of the working day

10.25
Those Responsible for Taking Action on Discovering a Fire
· appreciation of the importance of raising the alarm

· knowledge of the arrangements for the calling of the emergency services

10.26
Those responsible for the supervision of building evacuations
· knowledge of the means of helping members of the public/visitors to leave the building

· knowledge of the arrangements for securing the safety and evacuation of disabled persons

· appreciation of the importance of taking charge at the assembly area

· appreciation of the importance of meeting and directing fire service appliances

· knowledge of the cover arrangements when nominated people are on leave.

Employees

10.27
The University has an obligation to ensure employees are provided with adequate fire safety training at induction and if changes are introduced that expose employees to new or increased risk. Training should include:
· suitable and sufficient instruction on the appropriate precautions and actions to be taken by the employee in the event of a fire to safeguard themselves and others on site

· the findings of the fire risk assessment 

· where appropriate, details of the roles that members of staff are expected to carry out in the event of a fire. 

10.28 Additional specific training should be provided for staff appointed to carry out particular roles, e.g. fire marshals.
Training Requirements

10.29
Fire safety training for employees is to include information on:

· what to do on discovering a fire

· how to raise the alarm and what action to take following this

· what to do upon hearing the fire alarm

· procedures for alerting and evacuating members of the public and visitors

· arrangements for calling the fire and rescue service

· evacuation procedures and how to reach an assembly point

· location and, when appropriate, the use of fire-fighting equipment

· location of escape routes, especially those not in regular use

· how to open all emergency exit doors

· the importance of keeping fire doors closed to prevent the spread of fire, heat and smoke

· reasons for not using lifts, except those specifically installed for the evacuation of people with a disability

· the importance of general fire safety, including good housekeeping

10.30
Where there is a specific requirement, there should be training on 

· the safe use of and risks from storing or working with highly flammable and explosive substances

· how to stop machines and processes and isolate power supplies in the event of a fire

10.31
The fire prevention arrangements and procedures for the building should be included in any training. The arrangements should include 
· restrictions on cooking other than in designated areas, 

· controls to prevent arson, 

· risks from electrical fires 

· restrictions on overloading sockets or the misuse of appliances.

10.32
In the event of a fire the response of staff to the emergency alarm and the activity that follows, for instance the carrying out of the emergency procedures, is crucial to the safety of the staff themselves and to other people on site. 

Fire-fighting equipment

10.33
The main requirements in relation to responding to emergencies are as follows:

· Evacuation of the building and securing the safety of those disabled persons unable to be evacuated 

· Summoning of assistance 

· Containment of the fire by closing doors

10.34 Only those trained to do so should only attempt fighting fires and even then only if the fire is in the very early stages. 

10.35 Under Health and Safety Regulations, all persons must be trained on any item of equipment that provided in the workplace. A fire extinguisher is counted under this requirement. Therefore, all employees should have basic training on fire extinguishers. The Fire Safety Advisers provides the basics as part of the Getting Started Course. Therefore, all new staff should be able to have extinguisher training to a level satisfying the requirements.

� The Policy is to be found as Annexe 1


� The General Guidance on the Evacuation of Disabled People is given in Annexe Three


� The General Guidance on the Evacuation of Disabled People is given in Annexe Three


� The Fire Service operates a ‘Call Challenge’ system to all reports of a fire alarm sounding during the hours of 7 am – 7 pm. They request the caller to check out the cause of the alarm to confirm it is not a false alarm. They will attend confirmed fires, calls transmitted by a Central Alarm Station, and calls to residential accommodation without question.


� The General Guidance on the Evacuation of Disabled People is given in Annexe Three


� The General Guidance on the Evacuation of Disabled People is given in Annexe Three


� Fire Safety Risk Assessment - Guide 5 Educational Premises (� HYPERLINK "http://www.communities.gov.uk/pub/389/EducationalPremisesfullguide_id1500389.pdf" ��http://www.communities.gov.uk/pub/389/EducationalPremisesfullguide_id1500389.pdf�)


Fire Safety Risk Assessment Guide 3 - Sleeping accommodation (http://www.communities.gov.uk/pub/417/SleepingAccommodationfullguide_id1500417.pdf)
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