Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Fire Safety Policy
1. General Principles and Responsibilities
Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) rents a set of rooms and hires other areas in the Newman Centre at Cross Gates from the Saint John Henry Newman Parish Leeds (part of the Diocese of Leeds).
We cooperate with our landlords on fire safety and procedures. Their contact details are found in Appendix 1.
Our landlords are responsible for the operation and maintenance of the fire alarm and emergency lighting systems as well as all the fire safety equipment throughout the Newman Centre, including the parts that are occupied and used by CDGNS, with the exception of fire extinguishers in the Good Neighbours Meeting Room (Activity Room) and the Office Area, which are the responsibility of CDGNS.
The Trustees of CDGNS accept the final responsibility for the fire safety of our operations within the Newman Centre. The Manager is the Responsible Person with the duty to ensure that CDGNS meets the requirements of fire safety regulations and guidance [1, 2, 3], delegating tasks to other competent persons as necessary.
2. CDGNS Operations
Areas that are rented by CDGNS from the Newman Centre management and used full time are the Good Neighbours Meeting Room (Activity Room) and the Office Area.
As and when required for groups or other activities, CDGNS additionally hires the Main Hall (the Canon Denis Tangney Hall), the Hall Annex, the Kitchen, the Kitchen Annex, the Conference Room, the Lounge, the Meeting Room (used as Good Neighbours Overflow Office) and a Uniform Groups Room in the Newman Centre. CDGNS staff, group/session leaders and volunteers operating at these locations, and at all other external locations that fall under the control of other organisations, must be alert to local fire safety considerations and report any concerns to the local management.

3. Fire Safety Risk Assessment
The Newman Centre building is single storey and has readily accessible fire/emergency exits, mostly without steps. It is therefore considered a comparatively low risk as regards fire safety. This is particularly relevant for the infirm or disabled amongst CDGNS’s elderly service users, since it will facilitate their evacuation in case of fire or other emergency. See Appendix 2 for the Fire Safety Risk Assessment for CDGNS’s operations within the Newman Centre.
4. Fire Alarm System and Fire Safety Equipment
The fire alarm system is operated and maintained by the Newman Centre management.  It has battery back-up in case of power failure. The control panel is located in the main Entrance Lobby to the Newman Centre, which is not an area occupied or used by CDGNS. It is not anticipated that CDGNS will need to operate this panel, since in case of fire the Newman Centre management will be contacted as soon as possible and they will oversee the alarm system and CDGNS will cooperate with them to deal with the emergency.
Fire exit signs are visible from any location within the building. The smoke detectors, fire alarm call points and fire alarm sounders are tested regularly by the Newman Centre management. There are CO2, foam and water fire extinguishers, fire blankets and emergency lighting. All of the fire safety equipment is maintained by the Newman Centre management, with the exception of fire extinguishers in the Good Neighbours Meeting Room (Activity Room) and the Office Area, which are the responsibility of CDGNS. Records of regular checks and servicing of equipment are kept by the Newman Centre and CDGNS as appropriate.

The fire alarm system does not automatically call the Fire Brigade. In all cases, apart from quickly confirmed false alarms, the Fire Brigade should be called at once when the fire alarms sound.
5. Fire Safety Personnel
5.1.
Fire Safety Officer

CDGNS will appoint a Fire Safety Officer (FSO) and ensure they have suitable training in fire safety and the safe use of all the equipment in the areas occupied and used by CDGNS. In collaboration with the Training & Transport Coordinator, the FSO will also be responsible for the selection and training of Deputy Fire Safety Officers (Section 5.2) from amongst CDGNS’s Trustees, staff, group/session leaders and volunteers.

In collaboration with the Training & Transport Coordinator, the FSO will provide appropriate fire safety instruction for all staff, group/session leaders, volunteers and service users (Section 7), and support for the buddy system for emergency evacuation of disabled people (Section 6). The FSO will also arrange along with the Office Coordinator for fire safety advice that can be given to visitors and contractors.
5.2.
Deputy Fire Safety Officers
A sufficient number of persons from amongst CDGNS’s Trustees, staff and volunteers will be appointed as Deputy Fire Safety Officers and given training so that when the FSO is not available there will always be at least one competent person on site who can be named as the On Duty Fire Safety Officer (Section 5.3) who will take charge in case of fire or other emergency.
5.3.
On Duty Fire Safety Officer

The Manager or the Office Coordinator will choose and name an On Duty FSO for each morning and afternoon of each day of the week. The On Duty FSO may be the FSO or any of the Deputy FSOs.
The On Duty FSO will have the responsibilities of a fire marshal, which include:
· Monitor, identify and note fire hazards within the building. This fire prevention role supports the fire risk assessment process.
· Report any observed changes to fire hazards to the FSO or the Responsible Person (the Manager) at once.
· Ensure that escape routes are kept clear and ready for effective use at all times.
· In the event of a fire or other emergency, implement the Fire/Emergency Reaction Procedure (Section 6.3).

Each On Duty FSO will be aware of which groups/sessions are in attendance and which rooms are in use throughout the Newman Centre, and of the infirm or disabled service users or visitors who are present (Section 6).

6. Fire/Emergency Reaction Procedures
6.1. Evacuation, including disabled people

When the fire alarm sounds or the On Duty FSO announces an emergency, the able-bodied and mobile should all begin to leave the building by the nearest fire exit as quickly as they can so as to reach a place of ultimate safety, if possible the designated assembly point outside St. Theresa’s Church. It is generally expected that this should be achievable within two to three minutes [4], which will be tested in fire drills (Section 8).
CDGNS’s members and service users are all older people and some of them are infirm or have recognised disabilities such as impaired mobility (including wheelchair users); visual or hearing loss; or cognitive impairment including dementia. Most groups and activities at the Newman Centre will include some disabled service users and they must be given the same consideration and opportunities as the able bodied [5].
Government guidance [4] acknowledges that in an emergency it will often be best to evacuate mobile people first, so that the disabled do not impede the flow towards exits. Disabled people should not automatically be required to wait, but if they are likely to cause obstruction for other people, or there might be a risk of injury to themselves or others, it may be judged safer for everyone if they follow the main flow of people leaving the building.
6.2. Personal Emergency Evacuation Plan for disabled people
Although their independent escape should be facilitated as far as possible, disabled people may require assistance to exit in an emergency. Guidance acknowledges that other people will have to provide assistance and advice to disabled persons as an incident or emergency develops. This is known as the “buddy” system [4].
A Personal Emergency Evacuation Plan (PEEP) [4] provides a disabled person, who cannot be adequately protected by the standard fire safety provisions within a building, with a similar level of safety from the effects of fire as other occupants.

At CDGNS the PEEP will involve assistance by the evacuation buddies. All staff and selected volunteers who assist at groups or activities in the Newman Centre will become buddies and receive training in the PEEP and the buddy system. During an emergency evacuation, buddies will locate disabled people and implement the PEEP by assisting them to exit the building. The PEEP is found in Appendix 4.
The PEEP will be explained to each disabled or infirm person who is a regular service user and their understanding and approval of the evacuation plan and buddy system will be recorded along with their personal data entry in the CDGNS database.

Staff and selected volunteers will receive escape training so as to be able to communicate the available options to disabled service users and visitors at the time of escape [4]. Volunteers who agree to become buddies may want to be sure that their own safety won’t be compromised by helping disabled people to escape.

The preferred method of escape by wheelchair users is horizontally (i.e. avoiding stairs or steps) away from the emergency situation to a safer location, or to outside the building [4]. Evacuation through the single-storey Newman Centre building should greatly facilitate this throughout CDGNS’s activities. Buddies should be aware that people who use electrically powered wheelchairs may have less mobility than those with manual chairs. 

Hearing impaired and deaf people may not be able to hear the fire alarm and buddies should be aware that they will need to know that there is an escape in progress.

Some visually impaired people may have sufficient sight to make their own way out, especially if they are frequent visitors and are familiar with the layout of the building. Others, and blind people, will probably need the assistance of a buddy. A blind person may prefer their guide dog to assist them out of the building.
People with cognitive impairments may have problems comprehending what is happening in an evacuation or may not have the same perception of risk as other people. They will receive appropriate assistance from the buddies.
Practice for PEEPs will depend on the type of escape required. Generally, escape plans should be practised on a regular basis, with fire drills (Section 8) at least every six months [4].
Guidance recommends [4] that where PEEPS for disabled visitors are in place a sign should be placed in the reception area to inform them: see Appendix 4.
6.3. On Duty FSO emergency reaction procedure

If a fire is discovered within areas in use by CDGNS, the On Duty FSO will take charge and should:
· Check that one of the fire alarm call points has been activated to raise the alarm and confirm the alarms are sounding.
· Ensure that the Fire Brigade and any other required emergency services are called immediately.
· Contact the Newman Centre management, if necessary by calling the Office (Appendix 1), giving details if possible of the location of the alarm and the cause of the fire.
In the case of a confirmed false alarm arising within the CDGNS areas, the On Duty FSO should inform the Newman Centre management (Appendix 1) as soon as possible so that the fire alarm system can be reset,

In the case of a confirmed false alarm, staff, volunteers and service users may have commenced evacuation and the Fire Brigade may already have been called, but disabled persons need not join in the evacuation in the case of a confirmed false alarm.

If the fire alarm sounds and it originates from elsewhere within in the Newman Centre, the On Duty FSO should determine the location of the alarm and whether it is real or false: this will require contact with the Newman Centre management (Appendix 1) who operate the fire alarm control panel and from it can locate the origin of an alarm.

Whenever the Fire Brigade has been called, the On Duty FSO should take overall control, including the following:
· Assess any fire and decide, in accordance with their training, whether it is safe to tackle it themselves using the equipment available or if it should be left until the Fire Brigade arrives. If able to extinguish the flames, inform the Fire Brigade upon their arrival.
· Check that equipment has been made safe and shut down, close down electrical equipment, close windows if possible and close doors after rooms have been emptied.

· Supervise the evacuation of people from the area involved to a place of safety, and ensure that everyone leaves the building as quickly as possible in an orderly way, where possible to the designated assembly point outside St. Theresa’s Church.
· Liaise with group/session leaders to ensure they have completed their duties and all areas have been cleared (Section 6.4).
· Ensure that those with disabilities are joined by their buddies and assisted to leave the building in accordance with the PEEP. This action may not need to be pursued in the case of a confirmed false alarm.
· Search toilets and storerooms in a methodical way to ensure no one remains.
· When practical, ensure no one re-enters the building until the Fire Brigade or other competent authority says it is safe to do so.

· Liaise with the attending Fire Brigade Officer, giving all the necessary details to the Fire Brigade and any other emergency services as soon as they arrive.

6.4. Group/session leader emergency reaction procedure
Group/session leaders have responsibility for the service users attending the CDGNS activity that they oversee. If a fire is discovered or other emergency arises that requires evacuation of the building, the group/session leader must inform the On Duty FSO and ensure that a fire alarm call point is activated. The group/session leader should then commence the evacuation procedure for their own group or activity.

If the fire alarm sounds and the cause is unknown, the group/session leader should inform the On Duty FSO and commence the evacuation.
The group/session leader’s main priority will be to follow their individual fire risk assessment and ensure that all service users leave the premises safely.
Service users who are independently mobile should generally leave first, ensuring they leave a clear path for others. Group/session leaders and some group volunteers will have training as evacuation buddies and will help the disabled or infirm to escape.
Group/session leaders and group volunteers are responsible for the safety of their service users and as such should not attempt to fight any fire themselves. That decision is to be taken by the On Duty FSO.

Once service users and their buddies or other volunteers are out of the building they should gather at the designated assembly point: outside St. Theresa’s Church.
7. Fire Safety Training
Together with CDGNS’s Training & Transport Coordinator the FSO will arrange appropriate fire safety instruction and training for all staff, group/session leaders, volunteers and service users, and for the buddy system for emergency evacuation of disabled people.
Staff involved in escape plans should feel confident in their skills. Service users, including disabled people, should feel that they can trust the procedures. This will require fire drills. Staff, buddies and volunteers have a vital role in communicating the evacuation plan to disabled visitors, and to fulfil this role effectively they should undergo escape training.
Because of age, health and mobility restrictions, it may not be feasible to include all service users in evacuation simulations. However, all the group/session leaders, buddies and volunteers will be aware of who these service users are and how they can be assisted to ensure their safe evacuation in an emergency.
8. Fire Drills
The FSO will liaise with CDGNS’s Transport & Training Coordinator and the Newman Centre Management to arrange a fire drill at least every six months to simulate and test the fire/emergency reaction procedures.
Disabled people may not be required to take part fully in fire drills if that would cause them undue disturbance or distress. Following guidance [4], we acknowledge that the level of effort required of a disabled person may not be acceptable for a practice, after a false alarm, or in everyday activities, and that fire safety procedures should allow for simulation in the case of fire drills.
9. Visitors
All visitors will be made aware of the Fire Safety Policy and evacuation process. They will remain the responsibility of the member of staff/group leader they are visiting, who will ensure they are evacuated safely.

10. Smoking
Smoking is not allowed anywhere within the Newman Centre or on the CDGNS minibus. Although smoke-free legislation [6] doesn’t cover “e-cigarettes” or “vaping”, CDGNS applies the same restrictions.

Smoking, e-cigarettes and vaping may set off the smoke detectors and cause a false fire alarm.
11. References
[1] The Regulatory Reform (Fire Safety) Order 2005.
[2] A Short Guide to Making Your Promises Safe from Fire. Chief Fire Officers’ Association. HM Government publication.

[3] Fire Safety Risk Assessment: Small and Medium Places of Assembly. HM Government Guidance, 2006.

[4] Fire Safety Risk Assessment: Means of Escape for Disabled People. HM Government Guidance, 2007.
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Appendix 1. Useful contacts and guidance
	The Newman Centre, Station Road, LS15 7JY

	Office
	Tel. 0113 264 5260

	Email: office.stjohnnewman@dioceseofleeds.org.uk


	Fire safety: emergency service

	In case of fire
	Tel. 999

	Fire safety advice and support (Fire Safety at Work)

	West Yorkshire Fire & Rescue, Fire Protection Support
	Tel. 0113 387 5738

	Email: fire.safety@westyorksfire.gov.uk


Appendix 2. Fire Safety Risk Assessment: The Newman Centre
Fire Hazards
Potential sources of ignition in the Good Neighbours Meeting Room (Activity Room) and Office Area are mainly limited to electrical office equipment. There is a water boiler and a fridge/freezer in the Good Neighbours Meeting Room There is one wall-mounted electric heater in the Office Area. In the Kitchen and Kitchen Annex there is electrical catering equipment, a freezer and a fridge/freezer.

A gas combi central heating boiler in a store room and toilet off the Good Neighbours Meeting Room and a gas cooker in the Kitchen are potential sources of ignition.
In the Good Neighbours Meeting Room and store room and in the Office Area there is combustible material in the form chiefly of paperwork, books, furniture, cleaning materials and paper towels. In the Kitchen there is combustible material in the form chiefly of stored disposable paper and plastic items. In the Kitchen Annex and the Main Hall, combustible material is limited to furniture and there are no obvious sources of sparks or ignition.
People at Risk
CDGNS mainly works with and for elderly people, some of whom have a disability or limited mobility, and may use wheelchairs. When groups or other activities are operating, most of the people within the building will be elderly service users and some of them will very likely be disabled.
There may be visitors or contractors on site, or others on short-term assignments such as young people on work experience or similar, who are not familiar with the premises. When groups or sessions are not operating, occupants will mainly be limited to CDGNS Trustees, staff or volunteers using the Office Area and the Good Neighbours Meeting Room.
The Newman Centre building is single storey and most of the fire/emergency exits are readily accessible and without steps. There is one fire exit from the Kitchen Annex directly to the car park that has multiple steps immediately outside and therefore is not suitable for the infirm or disabled, especially wheelchair users. The outside exit from the Good Neighbours Office Area has a small step.
The fire alarm system does not automatically call the Fire Brigade.
There is a potential risk from cars parked or dropping off outside the building and blocking the final fire exits from the Newman Centre’s main Entrance Lobby, the Main Hall, the Good Neighbours Meeting Room and the Good Neighbours Office Area.

Removal or Reduction of Risk and Prevention of Fire
The Newman Centre building has no combustible wall coverings.

Fire safety equipment

There is a comprehensive fire alarm system. The smoke detectors, fire alarm call points and sounders, and emergency lighting systems, as well as the fire safety equipment such as fire extinguishers and fire blankets are maintained by the Newman Centre management, who keep records of performance checks. Fire extinguishers in the Good Neighbours Meeting Room (Activity Room) and the Office Area are the responsibility of CDGNS. There is signage of emergency exits, with at least one visible from any location within the premises. The fire alarm system does not automatically call the Fire Brigade. In all cases, apart from quickly confirmed false alarms, the Fire Brigade should be called at once when the fire alarms sound.
Sources of ignition and combustible materials

Safe location and storage of potentially combustible material is checked in daily inspections and controlled to ensure that it is kept away from any potential sources of ignition.
Electrical equipment in the Good Neighbours Meeting Room, Office Area, Kitchen and Kitchen Annex is maintained in safe condition including by PAT testing as set out in the CDGNS Health & Safety Policy. Some of this equipment may become hot but it is unlikely to cause sparks. The electric heater in the Office Area is only used when the building is occupied.
The gas combi central heating boiler serves the Good Neighbours Meeting Room (Activity Room) and the Office Area, and also provides hot water to the sinks in the Meeting Room and toilet. It operates on a timer only during weekday working hours and is used only when these rooms are occupied. Any combustible materials in the store room are kept enclosed and away from the boiler. The boiler is owned, serviced and maintained by CDGNS.

Staff involved in catering are trained in safe use of the gas cooker. Through the fire safety precautions implemented by The Newman Centre, the gas supply to the cooker is securely turned off when it is not in use and there is a cooker shut-off button next to the Kitchen exit door for use by anyone leaving in an emergency evacuation. There is a fire blanket in the Kitchen for use on small fires on the cooker.
Combustible material in the Kitchen is stored securely and away from any potential source of ignition. Rubbish bins are emptied regularly.
No liquid fuel is kept that could support a fire or be used by an arsonist. There are no plans to use or store any dangerous substances that would merit a COSHH assessment.
Smoking is not allowed anywhere within the Newman Centre or on the CDGNS minibus.
Protection of people
The Newman Centre building is single storey and has readily accessible fire/emergency exits, mostly without steps. It is therefore considered a comparatively low risk as regards fire safety. This is particularly relevant for the infirm or disabled amongst CDGNS’s elderly service users, since it will facilitate their evacuation in case of fire or other emergency. CDGNS appreciates the importance of providing for disabled people while avoiding any detriment to their independence and dignity.

The CDGNS Fire Safety Policy includes fire/emergency reaction procedures, including plans for evacuation of the building. These procedures will be tested in fire drills, at least half-yearly, conducted in liaison with the Newman Centre management. The outcome of fire drills will be documented and any lessons will be recorded and implemented by CDGNS.
Escape routes will be kept clear and free from obstruction. When the building is occupied, all doors on exit routes will be readily accessible and easily and immediately openable (even if secured for protection from unwanted or illegal entry) by anyone who might need to use them in an emergency. This will form a part of the daily, recorded safety checks of the building.
Designated Fire Doors within the Newman Centre must be kept closed when not in use. Many other doors carry notices: “HOLD OPEN DOOR WEDGES MUST NOT UNDER ANY CIRCUMSTANCES BE USED ON ANY DOORS IN THE BUILDING. Thank you. Centre Management“. CDGNS will respect this requirement and keep these doors closed, apart from two exceptions agreed by the Fire Safety Inspecting Officer: the doors between the Good Neighbours Meeting Room and the Office Area and between the Office Area and the Hall Annex may be held open with wedges when there are significant ongoing activities, so as to permit the free movement of people; and the Kitchen door may be held open with a wedge to permit the safe serving of food from the Kitchen.
The fire exit door to the car park from the Kitchen Annex that has multiple steps immediately outside has a notice: “Danger. Mind the step“. This warning will be included in training for Deputy FSOs and evacuation buddies, as well as consideration of the small step to the outside exit door from the Good Neighbours Office Area.
There are areas marked with yellow lines outside the exits from the building to indicate parking exclusion zones. The On Duty FSO, assisted by CDGNS buddies and volunteers, will monitor parking as far as practicable to prevent obstruction of exits that might hinder evacuation of the building.
Protection of the infirm and disabled
The fire/emergency reaction procedures take account of those CDGNS service users who are infirm or have a disability, A Personal Emergency Evacuation Plan (PEEP) and a buddy system of staff and volunteers will be introduced for disabled service users. This will be supported by appropriate training for all involved, including fire drills. However, disabled people will not have to take full part in fire drills if that would cause any undue disturbance or distress to them.

Within the rooms used by groups or other activities, disabled or infirm service users will be placed by group/session leaders and evacuation buddies in positions that will facilitate their easiest and quickest exit in case of fire or other emergency. People with physical disabilities are not chosen for work in the Kitchen. Because of the steps outside the fire exit that opens directly from the Kitchen Annex onto the rear car parking area, the On Duty FSOs, buddies and volunteers will be trained to avoid this exit as far as possible when helping to evacuate the infirm or disabled.
A reception sign for disabled visitors will be displayed in the Office Area to advise them of the PEEP system.

Health & Safety risk assessments

Risk assessments made under the CDGNS Health & Safety Policy for all groups and other activities will include a fire risk assessment.
Protection of premises
The building is locked outside of weekday working hours. Windows are barred and there is a burglar alarm to deter illegal entry and reduce the risk of arson.

The Kitchen serving counter has a power-operated shutter, but this does not form part of the fire safety precautions implemented by the Newman Centre. During an emergency it might be prudent to close the shutter if possible, but it may be left in the raised position if necessary to avoid any compromise to personal safety.
Instruction, Information and Training
CDGNS will ensure that the FSO and the Deputy FSOs have suitable fire safety training. The CDGNS Fire Safety Policy sets out their roles in fire protection and in the event of fire or other emergency.
CDGNS will provide a Personal Emergency Evacuation Plan (PEEP) for disabled service users, including a buddy system in which staff and selected volunteers will agree and be trained to assist them to leave the building in an emergency. CDGNS will provide all Trustees, staff, buddies, group/session leaders and volunteers with instruction and training, both at induction and ongoing, in the fire precautions and the fire/emergency reaction procedures. This will include: their personal responsibilities; the location and use of emergency exits and routes; how to warn people upon the discovery of a fire; and what to do in case of fire or other emergency to promote their safety and the safety of others.

Minibuses
Both CDGNS minibuses carry a fire extinguisher.
Review of Fire Safety Risk
Fire safety drills, primarily to test the escape plans, will be conducted at least six-monthly [4] in collaboration with the Newman Centre management. Fire safety risk will be monitored continuously by the FSO and the On Duty FSOs, in cooperation with the Newman Centre where appropriate. The Fire Safety Policy will be reviewed and updated at least annually, or as necessary.

Appendix 3. Personal Emergency Evacuation Plan for disabled people
	Cross Gates & District Good Neighbours’ Scheme CIO

Personal Emergency Evacuation Plan

(PEEP)
for disabled people
When the fire alarm sounds or there is some other emergency, everyone must leave the building as quickly as possible.

When this happens, one of our staff or one of our volunteers will come to you to help you to leave the building. This person is called a buddy. If you are not confident that you are able to leave the building by yourself, you should wait for a buddy to come to you and they will help you.

Your buddy might have to wait for others to leave before they move out with you.

Depending on the location of a fire, your buddy may decide that moving with you to a safer place within the building is better than leaving the building at once.


Appendix 4. Reception sign for disabled visitors

The sign is based on guidance (Fire Safety Risk Assessment: Means of Escape for Disabled People. HM Government Guidance, 2007).
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Standard PEEP in place
We operate a system of assisted escape for disabled visitors.

Please tell our receptionist your requirements.

We will provide you with a suitable escape plan.
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