FIRE SAFETY WORKBOOK
Fire needs 3 elements to ignite. These are Fuel, Oxygen and Heat. This is known as the Fire Triangle.

· FUEL

· OXYGEN
· HEAT
Small fires can be put out by removing one of these elements. A fire blanket

cuts off the supply of oxygen. Cold water will cool the heat source.

When burning, a very large number of synthetic materials give off toxic fumes

that can kill quickly. They can travel and kill faster than fire. 
Most fire deaths are caused by inhalation of smoke and toxic fumes.

Fire Extinguishers
Different extinguishers are designed to fight different types of fire. All fire

extinguishers made since 1997 are red, and each has a coloured panel near the top for identification. [image: image1.emf]
CARBON DIOXIDE (CO2) POWDER (multi-purpose)

Use on flammable liquids and live electrical equipment.

After the fire is out, ventilate the area to discharge fumes.

DO NOT USE on wood, paper and textiles.

Use on flammable liquids.

Use on gaseous fires.

Use on live electrical

equipment.

(black panel)

(blue panel)

FOAM (AFFF) WATER

Use on wood, paper and textiles.

Use on flammable liquids.

DO NOT USE on live electrical equipment.

Use on wood, paper

and textiles.

(cream panel) (red panel)

All fire extinguishers must be easily accessible – usually either wall-mounted 
􀀇 List the different types of fire extinguisher in your business, their

locations and the date of their last inspection.
TYPE LOCATION & DATE
􀀇 Make a note of those who would benefit from training in how to use

fire extinguishers. Training is usually provided by the local Fire Brigade

or the company that services them.
Evacuation Procedures
Employers are required by law to set up emergency procedures at each

workplace and to ensure people know what to do in the event of a fire. A notice describing the Fire Emergency procedures, including the Fire Assembly Point, must be on display in your business. All staff should be reminded of these procedures regularly.

All routes to fire exits must be kept clear and unobstructed. All fire exit doors

should be easily and immediately opened without the use of a key. Any door used for means of escape that has to be kept fastened while people are in the

building should be fitted with a single form of release (e.g. a panic bolt or push

pad). Fire exit signs should be easily seen and conform to the statutory

regulations. (Homemade signs are not acceptable.) All escape routes should be adequately lit.

Evacuating everyone from the building is more important than trying to rescue

belongings and valuables or even trying to put the fire out.

Personal safety is more important than the building, contents or cash!

Fire Drills and Fire Alarms
Employers are required by law to carry out a fire risk assessment for all

workplaces, which would include deciding on the frequency of holding fire drills.

This will vary according to the degree of risk identified in the assessment. The

official recommendation for fire drills is at least once a year.

One of the challenges facing a  business is ensuring that the whole

team of volunteers practices a fire drill. Varying the day of the week when

these are held will help. Some charities hold 'Passive Fire Drills' whereby each volunteer is asked to explain what the shop's evacuation procedure is and how they would raise the alarm. In this way workers on all shifts can be involved in regular fire drill training. A record should be kept of the date of every fire drill, including passive training drills, and who was involved.
􀀉 What is your fire policy regarding fire drills? (the frequency

and whether 'Passive Fire Drills' are acceptable)
If your business does not have an automatic fire alarm, very simple devices (such as a whistle or a hand bell) can be used as fire alarms, so long as occupants on each floor and in all areas can hear them. It is even acceptable in small shops to shout “FIRE!” as the means of raising the alarm. The findings of the fire risk assessment should determine what fire alarm system is appropriate to the risks. Remember it is a legal requirement for all businesses to have a written fire risk assessment
􀀇 Are your Fire Emergency procedures on display? Yes / No
Where is your Fire Assembly point? 
………………………………………………………..

How do you raise the fire alarm?
……………………………………………………………..

When was your last Fire Drill? 
……………………………………………………………………

Where are your Fire Drills recorded? 
……………………………………………………..

Fire Prevention
Preventive measures are as important as fire fighting or evacuation procedures.

Some of these entail setting and maintaining good housekeeping standards:

• store combustible materials safely

• keep combustible stock at a safe distance from heating appliances

• do not allow rubbish or other materials that could be set alight to

accumulate (inside or outside the building)

• operate a No Smoking policy
2􀀇 Do all your team know they must report any faulty appliances to you

and stop using them immediately? 
Yes / No / Not sure
How often do you do a visual check of electrical appliances? 
………………

Who inspects/tests the electrical appliances in yourbusiness?
…………………………………………………………………………………………
􀀉 Read the Fire Risk Assessment that has been carried out for your

Business and check that it is still up to date. (You may need to ask your

Manager for a copy of this.)
What do you know about Fire Safety?
What are the 3 elements in the Fire Triangle?
1.…………………………………… 2.……………………………………
3.………………………………………..

Which fire extinguishers are safe to use on live electrical equipment?
Foam …………… Carbon Dioxide …………… Water …………… 
Powder ……………
How often should fire extinguishers be serviced? ………………………………………
􀀲 List any ideas for action or points you want to discuss with your

Manager on fire prevention, fire fighting or evacuation procedures.
……………………………………………………

􀀇 Do all your team know the importance of keeping fire exits clear and

unobstructed at all times? 
Yes / No / Not sure
􀀇 Is there a sign at each entrance saying 'No Smoking. It is against

the law to smoke in these premises'? These are required by law.

Automatic fire alarms and emergency lighting will need to be tested regularly.
􀀉 If your business has an automatic fire alarm and/or emergency lighting check the procedures laid down for testing these.

These are likely to be contained in your safety logbook

􀀇 Enter below who tests these and how often.
………………………………………………………..

Other preventive measures are to make sure that gas and electrical installationsand appliances are safe. Gas appliances need to be inspected annually by aGAS-SAFE registered engineer. 
Fixed electrical installations should be inspected and tested regularly, usually every 5 years, by a suitably qualified and competent person. Fixed electrical installations are anything from the socket backwards, so include the wiring, lighting, mains distribution board, fuses and meter.
Electrical appliances are either transportable (e.g. storage heater or water

boiler) or portable (anything with a flexible lead and plug that fits into a

socket). They all require testing by a competent person at varying intervals,

from 1-2 years depending on the risk, including how often they are used and

moved. Most portable appliances are usually tested annually.
It is good practice to keep an inventory of all electrical appliances with the date when each was last tested and/or to put a sticker on each item with its code number and date of last inspection.
You and your team should also play your part in checking that electrical

appliances are safe. Regular visual inspections to check that there is no damage to plugs, cables or the appliance itself should be carried out. All users should be told to report any fault to you and to stop using the appliance immediately.
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