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Prevent fire

Are all parts of the premises kept clear of waste and rubbish?

· Attics and basements?

· Boiler rooms and other plant rooms?

· Bottoms of lift shafts?

· Staircases and under the stairs?

· Store rooms?

Smoking:
· Smoking is not permitted inside the premises, are smokers using the designated smoking area(s) / shelter(s)

· Are substantial ashtrays provided in all the areas where smoking is permitted? 

· Employees warned to use the ashtrays and not to throw cigarettes or matches into wastepaper receptacles, through gratings or out of windows?

Electricity:
· Do all parts of the electrical installation comply with the institute of electrical engineers regulations for electrical installations?

· Is the electrical installation inspected and tested at least every five years?

· Employees trained to report frayed leads and faulty equipment?

· If you do not have central heating, are heating appliances: Fixed rather than portable? Are they provided with adequate and secure fireguards?

· Employees warned to keep combustible materials away from heaters?

· Is special care taken with portable heaters:

· Are they used as little as possible?

· Are they put where they are not likely to be knocked over?

· Are they convector heaters in preference to radiant types?

When work ceases:

Are checks made to ensure?
· Electric, gas and oil equipment not required to operate overnight is switched off? Equipment in use overnight is safe?

· Electric typewriters, copying machines and other equipment having flexible cables, are unplugged?

· No cigarettes are left smouldering?

· Fire doors and smoke stop doors are closed?

· Windows are closed, outside doors locked and the premises are secure against intruders?

If fire breaks out:
· Are there instructions detailing the action to be taken by staff on discovering a fire and when warning of a fire is given?

· Do employees know these instructions?

· Are there means of warning all employees and other occupants of the building when a fire is discovered?

· Has a responsible official been appointed in each office or on each floor to supervise the action to be taken when fire breaks out?

Fire fighting:
· Are portable fire extinguishers and/or hose reels provided in clearly visible and readily accessible places throughout the premises?

· Are they maintained at regular intervals?

· Are employees familiar with their use?

Fire Drill
Instructions to all staff on discovering fire:
· Raise the alarm by using the manual fire alarm system or by reporting immediately the manager or a senior member of staff.

· Call for assistance and attack the fire with the fire-extinguishing equipment provided, but only if it is safe to do so.

On hearing the fire alarm either:
· Leave the premises and report immediately to the assembly area.

· Do not stop to collect personal belongings.

Notifying the Fire Brigade:

On being notified of an outbreak of fire:

· Call the brigade immediately by dialling 999 (don't forget 9 for an outside line if required).

· Sound the fire alarm or pass on the order to evacuate the premises. Notify the manager or a senior member of the staff.

· Warn other departments in the building that fire has broken out (the kitchen, the cellar etc).

Action by management:

On being notified of an outbreak of fire the manager or a senior member of staff should:

· Ensure that the fire brigade has been called.

· Clear everyone, except those actually engaged in the fire fighting, from the immediate vicinity of the fire.

· Order the evacuation of the building, check customer toilets are clear of customers. 

· Take a roll call of all staff when the premises have been evacuated (say, from your staff rota sheet). In a larger pubs this should normally be done by the head of each department (kitchen, restaurant, function room).
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