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FIRE: RISK ASSESSMENT AND PROCEDURES
The Old Courthouse. 

1. Potential fire hazards. 

1.1. Boiler. 

1.2. Installed electrical equipment. 

1.3. Portable electrical equipment 

1.4. Smoking. 

1.5. Contractors. 

1.6. Arson.

2. People potentially at risk. 

2.1. Staff. 

2.2. Visitors. 

2.3. Occupants of meeting rooms. 

2.4. Tenants.  (Note, Police occupancy; dealt with by separate correspondence with the Nottinghamshire Police). 

3. Precautions. 

3.1. Installed: 

3.1.1
‘Linked’ audible alarms, triggered by smoke detectors. 
3.1.2
Fireproof doors.
3.1.3
Fire extinguishers. 
3.1.4
Emergency lighting, indicating escape routes.
3.1.5
First aid kit. 

3.2. Ensure premises secured from intruders. 

3.3. Operate a no smoking policy.

3.4. No combustibles to be stored in close proximity to potential fire hazards or other heat sources (eg radiators, boilers). 

3.5. A 'tidying up' policy in respect of paperwork and rubbish. 

3.6. Only accredited contractors to be engaged.

3.7. Tenants to sign copy of these precautions.

3.8. Regular visits of The Fire Officer to be arranged.

4. Inspections: 

4.1. Staff weekly visual. 

4.2. Routine testing of fire alarm system and emergency lighting. 

4.3. Annual electrical inspections. 

4.4. Annual testing of fire extinguishers.

5. Meetings: 

5.1. When present, the Clerk to the Council or other Council Officer will perform the duty of Fire Officer. 

5.2. For all other meetings a responsible attendee will be designated to be the Fire Officer for the duration of the Meeting.  

ALL VISITORS NOTE,

FIRE ALARM

IF YOU SMELL SMOKE,

OR IF THE AUDIBLE FIRE ALARMS SOUND:

EVACUATE THE BUILDING IMMEDIATELY.

IF YOU DETECT A FIRE:

BREAK ‘EMERGENCY ALARM’ GLASS, LOCATED IN THE GROUND FLOOR VESTIBULE, AND ON THE 1ST FLOOR LANDING,

AND EVACUATE THE BUILDING IMMEDIATELY.

EXTINGUISHERS:

FAMILIARISE YOURSELF WITH THEIR LOCATIONS

TACKLE THE FIRE WITH THE EXTINGUISHERS ONLY IF YOU ARE COMPETENT TO DO SO.

EXIT ROUTES ARE SIGNED

ASSEMBLY POINT:

ON THE BURGAGE GREEN.

SUMMON THE EMERGENCY SERVICES BY THE NEAREST TELEPHONE.

VISITORS

I have read and understand Southwell Town Council’s ‘FIRE: RISK ASSESSMENT AND PROCEDURES’ and familiarised myself with the ‘Fire Precautions’.

Signed:………………………………………  Date…………………………….

TENANTS

I have read and understand Southwell Town Council’s ‘FIRE: RISK ASSESSMENT AND PROCEDURES’ and familiarised myself with the ‘Fire Precautions’.

My organisation has designated……………………………………………

As its resident ‘Fire Officer’.

The Fire Officer will ensure all visitors sign the above 
VISITORS declaration. 

Signed:………………………………………………  Date………………………

On behalf of:………………………………………………………………………

MEETINGS

I have read and understand Southwell Town Council’s ‘FIRE: RISK ASSESSMENT AND PROCEDURES’ and familiarised myself with the ‘Fire Precautions’.

My organisation has designated……………………………………………

As ‘Fire Officer’ for the duration of the meeting to be held on……………………………………….

At the commencement of the meeting this person will brief the meeting with the ‘Fire Precautions’ and exit routes. 

Signed:………………………………………………  Date………………………

On behalf of:………………………………………………………………………
RESPONSIBILITIES OF THE RESPONSIBLE PERSON HOLDING MEETING OR HIRING FACILITIES IN THE OLD COURTHOUSE

1. Read and understand Southwell Town Council’s ‘FIRE: RISK ASSESSMENT AND PROCEDURES’ and familiarisation with the ‘Fire Precautions’. Sign as such.

2. Ensure no smoking on the premises.

3. Be aware of the number of people attending, for the purposes of emergency evacuation.

4. Ensure all attendees vacate premises at the end of the event.

5. Check location of first aid kit.

6. Ensure all electrical appliances switched off, plugs removed from sockets, lights switched off, doors and windows closed and locked. Ask a colleague to check with you.

7. I have read and understand Southwell Town Council’s ‘FIRE: RISK ASSESSMENT AND PROCEDURES’ and familiarised myself with the ‘Fire Precautions, and the above procedures.

My organisation has designated……………………………………………

As ‘Fire Officer’ for the duration of the meeting to be held on……………………………………….

At the commencement of the meeting this person will brief the meeting with the ‘Fire Precautions’ and exit routes. 

Signed:………………………………………………  Date………………………

On behalf of:………………………………………………………………………
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