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1.0 INTRODUCTION

This Fire Risk Assessment has been completed as required by the Regulatory Reform (Fire
Safety) Order 2005 and has been formulated following guidance from a number of Fire safety
publications and guidance.

It consists of a structured and systematic examination of the premises and the activities
carried out therein to identify the hazards from fire and the control measures implemented to
reduce the risks to life safety.

Recommended further actions required to reduce further the risks associated with fire are
detailed in Section 4.0, Significant Findings.

Fire Risk Assessment Review Recommendation
This Fire Risk Assessment must be reviewed when there is any significant change to the
premises normal activities e.g. when any major refurbishment takes place or at the end of

twelve months from date of completion i.e. every October

A Fire Risk Assessment is a dynamic process and fire safety matters must be considered in
all day-to-day activities.

2.0 FIRE SAFETY POLICY STATEMENT

Datchworth Village Hall Management Committee is deemed to be the responsible person
for fire safety as required under the Regulatory Reform (Fire Safety) Order 2005 (RRO) and
as such they have reviewed all existing fire safety arrangements and implemented
improvements as appropriate across the premises.

The Fire Risk Assessment will be reviewed regularly by the Management Committee at least
annually and will be amended as necessary.

Datchworth Village Hall does not have any employees but should any be appointed they
will receive suitable and sufficient training in fire safety awareness, emergency and
evacuation procedures. This training will be regularly updated and knowledge tested via
regular fire safety drills and practice evacuations. All building evacuations will be classified
as opportunities for review of procedures.

The Management Committee of Datchworth Village Hall are committed to ensuring the
highest standards of fire safety within the premises and compliance with all relevant
legislation.
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on behalf of Datchworth Village Hall Management Committee



3.0 PREMISES DETAILS

Name and Address of Premises

Datchworth Village Hall
52, Datchworth Green
Knebworth

Herts.

SG3 6TL

Premises Use

Village hall used for community functions, social groups, weddings and private parties, indoor
sports and other recreational activities.

Telephone Number

No direct BT telephone line in to the premises.

Name of Competent Person for Fire Safety

Pat Perry — Village Hall Management Committee Secretary
Tel: 07785 221279

Company Name and Address (the Responsible Persons)

Richard Selwyn — Chair: Datchworth Village Hall Management Committee

General Description of Premises

Single storey brick built building under flat roof with wood cladding in parts. The building is
shared with the Datchworth Pre-school who use the building weekdays from approx. 9.00am
until early afternoon. The Pre-school operate as a separate entity and have their own fire risk
assessment. The common entrance hall is a shared facility.

The building comprises a large assembly hall with stage area, small assembly room, small
meeting room, kitchen and servery, bar area, sanitary conveniences and general storage
areas. Pre-school facilities are separate although contained within the building.

The building is used for community functions, social gatherings, functions, weddings, fund
raising events and once a week as the Post Office.

Number of Floors

One




Number of Staircases

[0  Number of accommodation staircases
[l Number of escape staircases (protected)

None

Number of Meeting Rooms

One large assembly hall, one smaller assembly hall and one small meeting room.

Safe Occupancy Levels

The large hall has capacity for: 250 persons
The small hall has capacity for: 60 persons
The Committee room has capacity for: 10 persons

Overall safe occupancy is deemed to be 310 persons

Relevant Persons

Number of employees on duty at any one time None
Number of day customers (approx.) Variable up to 50
Number of people attending functions/meetings etc. (max possible occupancy) 310
Number of disabled persons or others at specific risk from fire hazards Variable
Number of young persons/children at specific risk from fire hazards Variable

0 O O O B

History of Fire Alarms, False Alarms etc.

None

RISK RATING OF PREMISES WITH CURRENT CONTROL MEASURES IN PLACE

High Medium



4.0 SIGNIFICANT FINDINGS OF FIRE RISK ASSESSMENT

Description of Unsatisfactory Condition

Persons at Risk

Proposed Remedial Action

Priority

By When

Curtains to main hall windows and doors

Hirers, public,
visitors, Pre-school

New curtains have been installed and these are fire retardant material.

Fire doors propped open

All users and those
in the kitchen and

Remove all door wedges and put up signs to say
doors to be kept shut.

locked during Pre-school use due to
safeguarding purposes.

via an inward opening door leading directly from
the kitchen to the external car park.

common areas. Ongoing supervision of doors and regular checks High On going
by maintenance/caretaker

Inadequate paperwork to demonstrate that All users Certificates are filed annually and tests scheduled
annual checks of fire alarms, fire extinguishers on annual diary. Competent contractor appointed Medium | On going
and PAT testing take place to attend to routine checks and maintenance.
Reduced means of escape exits from Main | All main hall users | Numbers using the Main Hall to be limited and
Hall during Pre-school use of the building during preschool notices displayed advising of fire exit doors to the Medium | on goin
due to main entrance doors in to the foyer hours. rear garden to be used going
being locked for safeguarding purposes.
Reduced means of escape from the Small Users of the Small | Exit from the small hall is via the double exit doors
Hall during Pre-school use of the building Hall during leading directly from the small hall in to the car Medium | on goin
due to entrance doors in to the foyer being | preschool hours park. going
locked for safeguarding purposes.
Reduced exit routes from the kitchen due to | All users using the | Emergency exit routes from the kitchen are via the
the door leading in to the Small hall being kitchen facilities. single door leading to the rear fire exit route and Medium | On going

Priority Ratings:-
High:

Medium:
Low:

Considered urgent action required or priority for expenditure. May not need to be completed within short timescales but
considered to give greatest protection to relevant persons.

Should be completed whenever practicable and as soon as possible.
Considered desirable but not necessarily urgent.




5.0 FIRE HAZARDS

List the potential fire hazards in the following areas:-

51 Kitchen

Electrical appliances, refuse bins, cooking facilities

5.2 Bars/Serveries

Electrical appliances

5.3 Public Areas including meeting rooms

Electrical appliances, heaters (radiators), curtains, stage lighting

54 Back of House Areas/Storerooms

Storage of flammable cleaning materials, chemicals and general combustible products

5.5 Plant Rooms/Equipment Rooms

Gas boilers, electrical services, cleaning materials, general storage of combustible items

5.6 External Areas (consider arson possibilities)

Refuse storage area,

5.7 Other Areas (please describe)

Stage area in main hall — storage of combustible items, theatre props etc.

NB: Hirers may create fire risks by not adhering to Terms and
Conditions e.g. accommodating more people than the occupancy
permits, using candles and naked flames, abusing the stage area and
leaving lights on.

Hirers are advised that NO combustible materials and substances are to
be used in the hall. The use of candles, fireworks and other pyrotechnics
are banned.



6.0

PERSONS AT RISK

The following persons are deemed to be at risk from the fire hazards identified:-

However, the control measures identified in the remainder of this fire risk assessment
will ensure that any of the above groups of people will not be exposed to unnecessary
risks to their health, safety and welfare provided those responsible for functions and

NoohkwhE

Customers/hirers

Any employees although DVHMC do not employ any persons directly

Volunteers
Members of the public

Contractors and self-employed persons undertaking works to the Hall

People with disabilities

Children using the Pre-school and attending child functions in the premises e.g.

Brownies

events follow the instructions given to them and contained in the Hiring Agreement
and Conditions of Hire.

7.0 FIRE SAFETY CONTROL MEASURES
7.1 | FIRE SAFETY MANAGEMENT N/A | YES | NO
Have a suitable number of employees been appointed to take
(a) | charge of an event caused by fire or are hirers informed that they X
are responsible for managing their own event?
(b) | Is there evidence of regular reviews of the fire safety plans? X
(c) | Do visitors sign in and out and are they easily accounted for? X
(d) | Does the premises have a written emergency plan for fire safety? X
Has an assembly point been identified and communicated to all
(e) . X
hirers?
o) Are there regular fire safety checks of escape routes, sources of X
ignition etc. carried out by employees?
) Are hirers fully aware of the significant hazards of fire within the X
9 premises?
Is there confidence in the management team’s competency in
(h) | dealing with a major event caused by fire? X
. | Is there a written procedure for grounding the lifts or otherwise
() : . : X
ensuring that equipment is not used once alarms have sounded?
. | Is someone nominated to meet the Fire Brigade and to liaise with
0) | e fi o X
fire fighters?




7.0 FIRE SAFETY CONTROL MEASURES

7.2 | FIRE SAFETY TRAINING N/A | YES | NO
@ Is there evidence that all members of staff have received fire safety X
training?
(b) | Is there regular refresher training? X
(c) | Are suitable records kept of employee training? X
d) Do employees know what their duties are in the event of an X
emergency?
(e) | Do staff generally know what to do in an emergency? X
® Are there regular fire drills carried out or does the premises use false X
alarms as a fire drill exercise?
o) Are staff trained in how to respond to the needs of disabled persons X
9 using the premises?
() Have any young persons received more specific training on fire X
safety?
() Is there evidence that language barriers are overcome and that all X
staff comprehend the information given to them?
7.3 | MEANS OF ESCAPE N/A | YES | NO
(a) | Are all escape routes clear of obstructions? X
(b) | Are there sufficient fire exit signs on the escape routes? X
(c) | Are doors kept shut on escape routes? X
) Are there signs indicating how to use door opening mechanisms e.g. X
“push bar to open”?
(e) | Are all internal fire doors indicated with “fire door keep shut” notices? X
Are internal fire resisting doors to cupboards indicated with “fire door
® 5 i X
keep locked” signs?
(g) | Can all fire safety signs and call point signs be seen clearly? X
(h) | If doors are on magnetic locks are there break glass over-rides? X
. Are the number, distribution and size of routes and exits which lead
(i) - X
to a place of safety, satisfactory?
() | Are final exit doors free from fastenings e.g. keys, locks? X
® Are travel distances in accordance with relevant guides and good X
practice i.e. 18m dead end travel, 45m two way travel?
(I) | Are fire exits available at all material times? X




7.0 FIRE SAFETY CONTROL MEASURES

7.3 | MEANS OF ESCAPE - CONTINUED N/A | YES | NO
(m) Where necessary are there adequate safe refuge areas designated X
on the escape routes?
(n) | Is there adequate means of escape for people with disabilities? X
Are external fire escape stairs in good condition and regularly
(0) L X
maintained?
(p) | Are any fire doors locked or not able to be opened? X
(q) | Are corridors used for any storage of combustible materials etc.? X
If necessary, are the walls and partitions to stairways fire resisting?
(N | (Could a fire spread to the staircase before occupants have X
evacuated taking into account the fire hazards present)?
7.4 | FIRE ALARM AND FIRE DETECTION N/A | YES | NO
Is there a suitable audible alarm system or raising the alarm in the
(a) . X
event of fire?
(b) Are there sufficient numbers of fire detection devices e.g. smoke X
detectors, heat detectors available within the premises?
Does the premises have a sprinkler or suppression system?
© e for the whole premises X
e for part of the premises
o for the kitchen
(d) | Is the fire alarm tested regularly and records kept? X
(e) | If amanual alarm is used, is it tested weekly and easily available? X
0 If a manual system is used, can the person operating the device do X
S0 in a position of safety?
(g) | Can all occupants hear the alarm when it is sounded? X
) Is the fire alarm maintained on a routine basis by a competent X
person?
(i) | Are records available of the last routine maintenance check? X
7.5 | EMERGENCY LIGHTING N/A | YES | NO
(a) | Does the premises have emergency lighting installed? X
(b) | Is there sufficient illumination at changes in level? X
(c) | Is there sufficient illumination at changes in direction? X
d) Is there sufficient illumination to show fire alarm call points and fire- X

fighting equipment?




7.0 FIRE SAFETY CONTROL MEASURES

7.5 | EMERGENCY LIGHTING — CONTINUED N/A | YES | NO
(e) | Is it tested regularly? X
(f) | Are records kept of the tests? X
) Is the emergency lighting maintained on a routine basis by a X
9 competent person?
(h) | Are records available of the last routine maintenance check? X
Is there adequate emergency lighting around external areas, on
() | external fire escape staircases, on any roof levels which need to be X
accessed for maintenance or by fire fighters?
7.6 | FIREFIGHTING EQUIPMENT N/A | YES | NO
Are suitable fire extinguishers positioned around the premises e.g.
(a) o : X
water, carbon dioxide, powder, on escape routes and near to exits?
(b) | Are extinguishers properly serviced? X
(c) | Are fire extinguishers easy to access and unobstructed? X
(d) | Are suitable signs displayed advising of use? X
Is any other firefighting equipment provided e.g. wet risers, dry
(e) | .: X
risers?
0 Has a competent person checked the fire extinguishers and any X
other firefighting equipment within the last twelve months?
Are the fire extinguishers securely hung on wall brackets or placed
on suitable floor plates
7.7 | FIRE INSTRUCTIONS N/A | YES | NO
@) Do all staff know what to do in the event of a fire or other X
emergency?
(b) | Are Fire Action Notices displayed? X
. . 5
© Is an assembly point designated X

Where is it? External car park




7.0

FIRE SAFETY CONTROL MEASURES

7.8 | HOUSEKEEPING N/A | YES | NO
(a) | Is refuse removed regularly? X
(b) | Is combustible material kept away from heat sources? X
(c) | Are aerosol cans and other flammable containers stored safely? X
) Are boile_r rooms a_nd electrical cupboards kept free from X
combustible materials?
7.9 | ELECTRICAL N/A | YES | NO
(a) | Are sockets overloaded? X
(b) | Is “one plug one socket” rule followed? X
© Hav<_e check_s been carrigd out on electrical plugs, leads and X
appliances i.e. PAT testing?
(d) | Is equipment earthed? X
(e) | Has the fixed wiring been regularly checked? X
7.10 | SMOKING N/A | YES | NO
(a) | Are cigarette ends properly discarded into metal receptacles? X
(b) | Is furnishing non-combustible? X
© Are staff t_rain_ed on what to look out for re: smoking material and X
smouldering fires?
(d) | Do staff follow “no smoking” rules? X
(e) | Isthere a comprehensive “no smoking” policy in place? X
7.11 | HEATING N/A | YES | NO
) If LPG heaters are used, are they serviced regularly, subject to a X
risk assessment?
(b) | Are LPG heaters switched on by trained people? X
(c) | Are LPG cylinders stored outside the premises? X
(d) | Is combustible material kept away from heaters? X
(e) | If open fires are used, are they monitored, with fire guards? X
(f) | Are heaters securely fixed? X




7.0 FIRE SAFETY CONTROL MEASURES
7.12 | LIGHTING N/A | YES | NO
Is equipment, combustible materials etc. kept away from light bulbs
@ |. ! e X
i.e. light fittings?
(b) | Is the correct light bulb wattage used for the lampshade? X
7.13 | DANGEROUS/FLAMMABLE SUBSTANCES N/A | YES | NO
@ Are substances kept away from heat sources and in metal X
containers?
(b) | Are cleaning materials correctly stored away from heat? X
(c) | Are chemicals used safely and not near naked flames? X
Are there any dangerous or highly flammable substances used in
(d) | the premises? If yes, please describe substances and control X
measures in place in the “comments” box at the end of the section.
7.14 | STORAGE N/A | YES | NO
Are storage areas easy to get to? Are electrical sockets visible and
@ | X
is stock away from heat sources?
(b) | Are there any ignition sources? X
7.15 | KITCHENS N/A | YES | NO
(a) | Are canopies cleaned regularly? X
(b) | Are deep fat fryers thermostatically controlled? X
(c) | Are grease deposits cleaned regularly? X
d) If heat lamps/blow lamps are used for flambé dishes, is there a risk X
assessment?
(e) | Are thermostats working and maintained? X
(f) | Is electrical and gas equipment serviced regularly? X
(g) | Does gas equipment have automatic safety shut off devices? X




7.0 FIRE SAFETY CONTROL MEASURES
7.16 | CONTRACTORS N/A | YES | NO
a) Are contractor’s hot works controlled e.g. permit to work X
procedures in place?
(b) | Are contractor’s works checked? X
Is there any activity in the vicinity which could cause an increased
©) | e . neD X
fire risk to the premises”
) Are procedures in place to advise contractors of the emergency X
procedures?
7.17 | ARSON N/A | YES | NO
@) Has appropriate consideration been given to protecting the X
premises, equipment, furnishings etc. from arson?
7.18 | SPECIAL EVENTS N/A | YES | NO
@) Would any special event increase the fire hazard and risk of the X
premises? If yes, please describe.
(b) Has consideration been given to any legislated entertainment X
event?
© Are candles, tea lights or other atmospheric lighting used and if so, X
are adequate controls in place?
d) Does the music equipment cut out in the event of the alarm being X
activated, in order that customers can hear the alarm?
7.19 | YOUNG PERSONS N/A | YES | NO
@) Are additional procedures in place to manage fire safety in respect X
of young persons?
7.20 | FIRE FIGHTERS’ SAFETY N/A | YES | NO
(a) | Is there reasonable access to the premises for fire engines etc.? X
() Is there anything considered likely to jeopardise the safety of fire X

fighters other than a fire itself?




7.0 FIRE SAFETY CONTROL MEASURES

Comments

Regular maintenance and inspection programmes for all fire safety equipment have been set up
and records are kept.

Competent persons are contracted to carry out routine inspections of alarms, emergency
lighting and fire extinguishers.

Defects and recommendations for improvements are reported to the DVH Management
Committee and matters are discussed at Committee meetings or more frequently with the
Chairman, Vice Chair and Secretary as necessary.

Information regarding fire safety is included in the Terms and Conditions document available to
Hirers and clear instructions that Hirers are responsible for fire safety and must ensure that they
are familiar with all the fire safety precautions in the building are included in the Terms and
Conditions of Hire.

Candles and other naked flame appliances are not permitted in the premises.

Fire safety procedures are co-ordinated with the Pre-school management and each party has a
copy of the other’s Fire Risk Assessment. The common entrance hallway provides a protected
means of escape and shall be kept clear of combustible materials.

Hirers are responsible for managing the number of attendees to any function and for following
fire safety procedures.

Special Conditions during times when the halls are in use at the same time as the Pre-
school use the building.

During Pre-school use of the premises, the main foyer area, toilets and main entrance
doors will not be available to hall users due to safeguarding issues.

Users of the main hall will be advised that the means of escape from the main hall will be
via the two sets of double doors leading from the hall to the rear garden area and also via
the single door leading into the rear corridor and the exit route by the accessible toilet.

Users of the small hall will continue to have direct emergency exit to the car park via the
double exit doors. They will have no access to the foyer and main entrance doors.

Kitchen users will have exit routes via the inward opening single door which leads
directly to the car park and via the door to the rear corridor which leads to the fire exit
door adjacent to the accessible toilet.

This information has been included in the Terms and Conditions document and all hirers
will be advised.

Numbers in the main hall will be limited due to restrictions on sanitary accommodation
availability.

Notices will be displayed in the hall advising of alternative exit routes.




8.0 EMERGENCY PLAN

8.1

8.2

8.3

8.4

8.5

8.6

8.7

The Hirer will be responsible for fire safety at all times they are in premises.
The fire alarm will activate in the event of a suspected fire either:-
= Automatically via smoke/heat detectors
or
= Manually via the breaking of a break glass point
Any person who suspects that a fire has broken out can activate a break glass point.

The alarm procedure operated by the smoke/heat detectors/breaking of break glass
call point will be full evacuation.

When full evacuation takes place, the Hirer will assume full responsibility for the
evacuation and for managing fire safety.

As soon as the fire alarm has been actioned the Hirer must call the Fire Brigade
by dialing 999 from any mobile telephone.

If the Hirer is unable to perform this task, another responsible adult must call
the Fire Brigade. DO NOT assume that someone else has called the Fire
Brigade. If in doubt, call 999.

Firefighting equipment is provided around the premises. The Committee do not
expect hirers to fight fires unless safe to do so. Small fires can spread rapidly if not
quickly extinguished and could take inexperienced persons unawares. The
Committee prefer persons to raise the alarm and call the Fire Brigade

However, if a small fire e.g. in a refuse bin can be tackled safely then the hirer is to
use a suitable fire extinguisher:

Fire extinguishers containing water or foam should be used for all fires other than:-

8.8

= Fires on electrical equipment
= Fires involving chemicals
= Fires involving oils and grease and cooking equipment

The Hirer shall liaise with the Fire Brigade on their arrival. The Fire Brigade shall be
met at the front of the premises if it is safe to do so.

Information to be relayed to the Brigade will include:-
= Name and exact address of premises

= Location of the actual or suspected fire
= Number of persons deemed to be at risk




8.0 EMERGENCY PLAN - CONTINUED

8.9 On activation of the full evacuation alarm the Hirer will ensure that:-

= All persons attending the event are evacuated via the nearest fire exit door.
Where safe to do so, the building is checked e.g. toilets to ensure that people
have evacuated.

The Fire Brigade have been called.

If possible, all doors are shut.

People assemble at the assembly point and if possible, a head count is taken.
Someone in authority meets the Fire Brigade at the entrance to the premises.
Access for the fire engines are kept clear.

8.10 The Assembly Point for the premises is:-

= The outside car park
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