
 STATUTORY REQUIREMENTS   TRAINING FOR NATIONAL STANDARDS 

ESSENTIAL KNOWLEDGE 

FIRE AND EMERGENCY ACTION 

WORKBOOK EIGHT 

READING TIME 1 1/2 HOURS 



13 Words that define and 

Signify—FIRE & EMERGENCY
Definition of Fire 

‘a process in which substances combine chemically with oxy-
gen TO CAUSE combustion or burning.  

Definition of Emergency 
‘a serious, unexpected, and often dangerous situation requir-

ing immediate action ‘ 
‘Such as: 

FLAMES 

INFERNO 

RADIATE 

EMBERS 

& 

EXIGENCY 

MELTDOWN 

EXTREME 

RISK 

GRIEF 

EVENT 

NOXIOUS 
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FIRE AWARENESS 

Under the Health and Safety at Work Act in regard to fire safety the duties of the employer are to: - 

• Provide a safe environment with adequate facilities and safe conditions- fire extinguishers, blankets, warning
signs, fire doors, telephone, non-flammable materials

• Safe access and egress - adequate fire exits etc
• Information training etc and safe systems - fire training; action to take in the event of a fire, practice fire drills
• Control the use of dangerous substances and safe storage -oxygen cylinders, safe storage, risk assessment on

the package and carers fully informed

Care Standards Act 2000 

Virtually all residential Care premises are required to be registered with the appropriate authority, although registration 
is not required where less than 4 clients are provided for. It is an offence for any person to use premises to which the 
Care Standards Act 2000 applies without being registered with the appropriate authority. Fire officers have no legal 
powers under the legislation. However the registration authorities normally request the fire authority to carry out 
inspections to confirm that the fire precautions provided in any establishment are reasonable in the circumstances and 
they may refuse or cancel registration as a result of a fire officer’s adverse report The Home Office Fire department have 
issued a guide called the ‘Green guide’ which set out basic standards for fire safety in residential care premises. It is 
intended both for the guidance of fire authorities and for the information of those responsible for the management or 
the registration of such premises. 

Re-inspection visits - Registered Homes 

Operational personnel will normally carry these out twice each year. The programme should include one full inspection 
and one less formal courtesy visit which might be undertaken when visiting the premises for some other purpose 

Once every 5 years the nominated specialist Fire Prevention Officer will carry out a full inspection 

Staff Fire Instruction 
All staff should be made aware of, and instructed and trained to ensure that they understand the fire precautions 
applicable to the building and the action to be taken in the event of a fire. The aim should be to ensure that all staff 
received instruction practical demonstration and training appropriate to their responsibilities in the event of an 
emergency. 

FIRE LAW 

The Regulatory Reform (Fire Safety) Order 2005 came into effect in October 2006 and replaced over 70 pieces of fire 
safety law. 

The Regulatory Reform (Fire Safety) Order 2005 applies to all non-domestic premises in England and Wales, including 
the common parts of blocks of flats and houses in multiple occupation (HMOs). The law applies to you if you are: 

• responsible for business premises
• an employer or self-employed with business premises
• responsible for a part of a dwelling where that part is solely used for business purposes
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• a charity or voluntary organisation 
• a contractor with a degree of control over any premises 
• providing accommodation for paying guests 

Under the Regulatory Reform (Fire Safety) Order 2005, the responsible person must carry out a fire safety risk 
assessment and implement and maintain a fire management plan. Further information on what you need to do when 
carrying out a risk assessment is available in the 5-step fire risk assessment checklist below. 

In addition, more detailed advice and guidance on the implementation of a fire risk management plan can be found in 
the series of guidance documents available below or on the Business Link website (see link on right). The more technical 
guidance documents have been produced with specific types of business premises in mind. 

If, having completed a fire risk assessment, you need more practical advice or information, you local Fire and Rescue 
Authority may be able to help. You may feel more comfortable employing a fire safety specialist to help you. Companies 
providing fire safety services are listed in local directories. Alternatively you may be able to ask your insurer for a 
recommendation. 

 
 

 
 
 
 
 
What is fire?  
 
For a fire to start, survive and spread, three things are needed: Heat, Fuel and 
Oxygen. This is the classic "fire triangle" as shown in the image on the right. 
You can start a fire by rubbing sticks together - wood is the fuel, the action of 
rubbing generates heat and oxygen is all around us. Fire is defined as "rapid 
oxidation, accompanied by light and heat." Oxidation is simply the reaction of 
anything with oxygen. Remove any one of the three factors from a fire and 
the fire will go out. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Starvation 
removal of fuel 

Smothering 
removal of oxygen 

Cooling 
removal of heat 
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What are the main causes of fire? 

• Smoking • Arson 

• Naked lights • Static 

• Machinery • Hot surfaces 

• Spontaneous ignition • Electricity 

 

How does fire spread?  

In many fire situations the fuel is already present and oxygen is present in the air so all that is needed for fire to start 
and spread is for the heat to reach a high enough level for fire.  Heat travels in three ways:  
 

• Conduction: Steel (for example) conducts heat to another part of the building 

• Convection: hot gases rise drawing in fresh air and heating upper surfaces 

• Radiation: heat energy can leap across gaps like the sun 
 
 

 
FIRE FIGHTING EQUIPMENT  

The most common type of fire-fighting equipment is of course the portable fire extinguisher.  Other equipment includes 
fire hose reels and fire blankets. 
 
Fire extinguishers may be used to put out fires of limited size, as long as it is safe to do so.  Such fires are grouped into 
four classes, according to the type of material that is burning. Class A fires include those in which ordinary combustibles 
such as wood, cloth, and paper are burning. Class B fires are those in which flammable liquids, oils, and grease are 
burning. Class C fires are those involving live electrical equipment. Class D fires involve combustible metals such as 
magnesium, potassium, and sodium and so are not of real interest here. Each class of fire requires its own type of fire 
extinguisher.  
 
Class A fire extinguishers are usually water based. Water provides a heat-absorbing (cooling) effect on the burning 
material to extinguish the fire. Stored-pressure extinguishers use air under pressure to expel water. 
 
Class B fires are put out by excluding air, by slowing down the release of flammable vapours, or by interrupting the chain 
reaction of the combustion. Three types of extinguishing agents—carbon dioxide gas, dry chemical, and foam—are used 
for fires involving flammable liquids, greases, and oils. 
 
The extinguishing agent in a Class C fire extinguisher must be electrically non-conductive. Both carbon dioxide and dry 
chemicals can be used in electrical fires. 
 
The following table illustrates the various fire "classes" and the types of extinguishers that should be used in conjunction 
with them. 
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Class of Fire 
 
 

 
 
 

 

   

 
Class A: 
paper,wood, textiles and 
fabrics 

    

 
Class B: 
flammable liquids 
 

    

 
Class C: 
flammable gases 
 

    

 
Live Electrical Hazard: 
electrical equipment  
 

    

 
The Managers provide for minimum fire safety standards where people work, which includes shared areas and means of 
access to the workplace.  Fire precautionary measures are of particular importance of course in Care and Residential 
Homes where clients, some of whom are infirm or even bedridden, are especially vulnerable. 
 
 
 
It is the duty of staff to ensure that residents are conversant with the fire procedure where realistic. 
 
The main headings to the Regulations include: 

1. Risk assessment;  

2. Fire detection and warning;  

3. Means of escape in case of fire;  

4. Provision of fire-fighting equipment;  

5. Planning for the emergency and training staff;  

6. Maintenance and testing of fire safety equipment.  

1. Risk assessment 

To conduct a suitable fire risk assessment in a residential care home the assessor needs to have a degree of fire safety 
competence.  
 
In order to conduct an adequate fire risk assessment the following should be recorded. 

a) Name and location of the Home  

b) Date  
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c) Fire Risk Assessment Area

d) Number of

e) Number of Residents & Persons Employed

i) How many sleep?

ii) Their familiarity with the premises

iii) Their mobility

f) Identification of sources of ignition

g) Location of combustible materials

h) Identification of persons at significant fire risk

i) Identification of physical features which could promote or spread a fire

j) Suitability of fire detection equipment

k) Check how people can get out safely

l) Provision of fire-fighting equipment

m) Knowledge of emergency evacuation procedures in the event of a fire

n) Priority Action Plan following the assessment

o) Name of Fire Risk Assessor

p) Competence of Fire Risk Assessor

2. Fire detection and warning

• Is the installed equipment adequate?

• Consider smoke alarms and heat sensing alarms.

• Are there enough?

• There should be zoned fire detection in larger premises for quick identification of location of fire.

3. Means of escape in case of fire

Once the occupants have been given warning of the existence of a fire they can (with appropriate assistance for 
bedridden and infirm residents) attempt to escape. Assess the means of escape. In particular:  

• Exits - must be free from obstruction, easily opened and clearly marked.  What is on the other side of the exit?  This
too must be free from obstruction so that people can get well away from the building on fire.

• Escape routes - must be free from obstruction and clearly marked.

• Travel distances - escape routes should be so designed that travel distances to a safe exit are kept to the minimum.
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• Internal fire spread - escape routes should be protected - i.e. any doors leading off of escape routes should be at
least 30 minute fire proof so that if a fire starts in a room off of the escape route other residents have at least 30
minutes protected escape.

• Emergency lighting - emergency lighting needs to be provided where sudden loss of light would create a risk.  The
system should provide adequate lighting for a safe escape powered by an independent source for at least one hour.
This applies to nearly every residential care home.  It is a legal requirement for a logged inspection of the
emergency lighting system to be carried out every six months.  Any shortfalls identified by this inspection should
have been rectified immediately.

• Places of special fire risk - the most obvious to many is the kitchen - gas rings, hot fat, etc.  Some may single out the
laundry room.  But consider this.  Fires in these rooms usually start when someone is in attendance.  It is
statistically proven that the source of most serious fires in residential care homes is in residents' rooms.  A
carelessly discarded cigarette.  A portable fire placed too close to clothing or furniture.  What smoking policies are
in place?  Are residents allowed to smoke in their rooms?  If a smoking lounge is provided, how are the cigarette
butts discarded?  Is heat detection installed?  Residents should never be allowed to have portable heaters in their
rooms.

• Mechanical ventilation systems - where provided they should be so designed that they only run for the period for
which they are required - i.e. they should shut off after a set period of time.  are there any open ducts that

4. Provision of fire-fighting equipment

• Are the extinguishers provided appropriate for the type of fire that they may be used on?

• Are they easily accessible?  (Access to them must NEVER be blocked).

• Are there enough?

5. Planning for the emergency and training staff

• Plan for horizontal escape.  Consider the provision of a "safe room" to which residents can be evacuated.  The room
needs to be well protected against fire so that people can stay in it in relative safety until a rescue can be achieved
if needed.

• Plan for vertical escape.  If the room is above ground floor can residents go from it via a protected escape route to
exit?  For those that are infirm or unable to walk, can the fire brigade effectively rescue them?

• When did the last fire drill take place?   Fire drills must be carried out at least every six months.

• Staff should be regularly trained in fire procedures.  Therefore all staff must attend must attend Fire Lectures every
year.

6. Maintenance and testing of fire safety equipment.

• When were they last inspected? Fire extinguishers may go unused for many years, but they must be maintained in a
state of readiness. For this reason, periodic inspection and servicing are required.

FIRE ACTION 
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STAFF FIRE PROCEDURE - IN CASE OF FIRE 

1. In the event of fire it is the first duty of all concerned to prevent injury or loss of life
2. For this purpose, staff should make certain that they are familiar with all means of escape in case of fire. Since there

may be an opportunity in the event of a fire to attack it with the nearest fire extinguisher, staff should be familiar
with how to use them

3. Immediately a member of staff discovers a fire or one is reported, then the ALARM MUST BE SOUNDED by operating
the nearest fire alarm call point. The location of the fire must be reported to the person in charge

4. The person in charge is responsible that the fire service is called on sounding the fire alarm. The fire service should
be called by dialling 999 and give the operator your telephone number and ask for the fire service

When the fire service replies give the call distinctly: (exact address) 

FIRE AT :  
YOUR HOME

YOUR HOUSE NUMBER
YOUR STREET
YOUR TOWN

YOUR POST CODE

Do not replace the receiver until the call has been acknowledged by the fire service and the address repeated to you 
correctly 

1.Immediately after the fire alarm is sounded staff should:

• Ensure that all clients and visitors leave the premises by the nearest escape route available
• Close all doors on evacuation of the premises
• When the persons leaving the premises have been evacuated to the pre-determined assembly point immediately take

account of all present and notify the fire service if any persons are missing and thought to be still in the building 

2. No staff or guests should re-enter the building until a person in authority has given the all clear to do so

DEALING WITH THE FIRE 

• If possible, see that the doors and windows immediately surrounding the fire are closed
• If a persons clothes are on fire wrap a blanket rug or similar article closely around them and lay them on the floor to

prevent the flames reaching the head 
• If electric al appliances are involved, switch off the current before dealing with the fire

FIRE ACTION
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FIRE EQUIPMENT INDUCTION 

ISSUE EXPLAINED DATE AND INITIAL 

FIRE LAW 

FIRE ALARM SYSTEM 

FIRE BOARD 

FIRE LED LIGHTS ABOVE DOORS 

FIRE DOORS 

GEORGIAN WIRE GLASS 

FIRE CEILINGS 

SMOKE DETECTORS 

HEAT DETECTORS 

MEANS OF ESCAPE 

FIRE LOBBY 

SPRINKLER SYSTEM 

RISK ASSESSMENT 

EXTINGUISHERS 

FIRE CERTIFICATE 

EMERGENCY LIGHTING 

FIRE BLANKETS 

BREAK GLASS 

FIRE TESTING 
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Fire Safety Policy and Procedure 

Purpose 

• To comply with statutes, regulations and quality standards.
• The Regulatory Reform (Fire Safety) Order 2005.

Scope 

• All establishments owned or controlled by Meadow Court
• All Service users wherever located
• All employees

Policy 

INTRODUCTION 

• We recognise that fire prevention is an important obligation for all organisations, including ours, and that fire
has the potential to present significant risks to our health and safety (see Fire Safety Guidance).

• It is our policy to:
÷ Assess the risks of fire at our premises and implement appropriate control measures; 
÷ Ensure good housekeeping to minimise the risk of fire; 
÷ Provide means of detection and early-warning in case of fire; 
÷ Inspect and/or test fire safety equipment at appropriate intervals; 
÷ Provide and maintain safe means of escaping from the premises in the event of a fire; 
÷ Maintain all equipment and installations intended for fire-detection and fire-fighting; 
÷ Implement a procedure for the action to be taken in the event of a fire; 
÷ Train and instruct staff in fire safety including the carrying out of fire drills; 
÷ Keep records of all fire safety matters (see Fire Records Section); 
÷ Ensure that all visitors are made aware of the fire precautions and emergency arrangements; 
÷ Identify people with any disability or impairment who may require assistance in the event of a fire; 
÷ Comply with the requirements of the Fire Certificate where one is in force; 
÷ Train staff in assisting Service Users in moving to a safe place. 

Procedure 

General 
• Carry out a fire risk assessment and if appropriate apply for a fire certificate.
• Repeat the fire risk assessment at least once a year, and always when there are significant changes to:
÷ The building; 
÷ The processes carried out within the building; 
÷ The use of the building; 
÷ The number of people accommodated within the building; 
÷ The dependency level of the people accommodated within the building; 
÷ The equipment within the building; 
÷ The level of training and skills, including language skills, of the staff using the building. 
• Identify persons at risk who may need assistance to evacuate or in moving to a safe place.
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• Ensure that there is a method for giving warning of fires and that it can be heard in all areas of the
establishment;

÷ Ensure that the establishment can be evacuated safely in the dark or in the event of a power failure. 
÷ Display fire evacuation notices and ensure that all escape routes and exits are adequately signed. 
• Ensure that all escape routes and exits are free from obstruction and all fire fighting facilities are readily

available. 
• Maintain fire detection, warning systems and installations.
• Train staff, carry out fire drills and keep records.

Actions required prior to Evacuation 
• The Registered Manager or Person in charge to assess the need for evacuation ensuring the safety of Service

Users, visitors and staff. 
• The evacuation plan is reviewed taking into account the evacuation procedures for individuals.
• Staff to be briefed on the reason, method, route and onward plan prior to evacuation.

Actions required during Evacuation 
• The Registered Manager or Person in charge should ensure that a list is available at all times as to the people

who have been evacuated and those still in the building 
• The Service User and staff register to be held by the person in charge.
• Designated personnel should be established to man the external doors in the case of Fire Alarm activation

ensuring that no Service Users leave the premises unaccompanied and that no inappropriate persons are
allowed to enter the premises.

• In the event the emergency services are involved – the lead will be taken from the senior officer on site.

Actions required after evacuation 
• The Registered Manager or Person in Charge should collate all of the information regarding the whereabouts of

the Service Users and staff. Should it be necessary to contact relatives or next of kin, the Registered Manager or 
Person in Charge should ensure that all Service Users are in a specified location before any contact is made. 

• Relatives of Service Users and staff to be contacted and notified of their whereabouts.
• In the event of a full evacuation of the premises, a designated person is to ensure the security of the building

during this time.
• Staff that were not on shift at the time should be notified of the location of the Service Users and what their

location of work will be until it is declared safe to return to the building.
• Notify Social Services and other organisations as necessary with the location of Service Users.
• The CQC is to be notified as per on the Statutory Notification form, of the events leading up to, actions taken

and current situation with regard to the evacuation, this can be done by telephone but must be followed up
with an written notification

Actions required prior to any return to the premises 
• The Registered Manager or Person in Charge is to confirm that the premises are safe to return to having taken

instruction from the emergency services personnel involved. 
• Any transport to return the Service Users and staff to the premises is arranged.
• All areas of the premises to be checked for safety and cleanliness prior to any return.
• Relatives to be contacted and kept informed.
• Contact to be made with Social Services and other organisations advising of the return to premises
• Contact the CQC or use a notification to confirm the premises are safe and Service Users can be returned.
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Arson 
Arson is a serious threat to homes, shops, offices, storage buildings, and hospitals. All buildings are at risk. Much of the 
arson is associated with vandalism and burglaries. If small fires have been started on your own or neighbouring premises 
they could be a warning of worse to come – inform the police and the fire brigade. 

Security: 
÷ Keep the number of entry points to the minimum compatible with safe means of escape in the event that a fire 

breaks out; 
÷ Perimeter fences, walls and gates need to be strong and high enough to keep out intruders; 
÷ Doors and windows must be in good repair and locked when not in use; 
÷ Locks and padlocks must be of good quality; 
÷ Keys must be distributed only to a restricted number of people; 
÷ Gaps under doors must be kept small; 
÷ Letter boxes should have metal containers fitted on the inside; 
÷ Stored material of any kind should be kept away from perimeter walls or fences where it could be set alight. 

Employees: 
÷ Warn staff about the threat from arson; 
÷ They should challenge anyone who should not be on the premises and report any suspicious activities; 
÷ Vet new employees; 
÷ Keep an eye on contractors. 

Visitors: 
÷ Control the access and movement of visitors. 

Fire protection: 
÷ Fixed and portable fire-fighting equipment must be regularly maintained and protected against sabotage 

attempts. 

End-of-day (onset of darkness or night shift) checks: 
÷ Ensure that: 
÷ The building is secured by a named individual at the end of each working day; 
÷ Doors and windows are secure; 
÷ No combustible material is left lying around; 
÷ No unauthorised people are on the premises; 
÷ Alarms are switched on; 
÷ External lighting is switched on; 
÷ Flammable liquids are locked in the proper store. 

Common causes of fire and how to guard against them 

Electricity 
Neglect and misuse of electrical wiring, fittings and equipment can easily cause fires in the workplace. Overheating of 
electrical circuits, poor wiring connections, use of unauthorised electrical appliances, multi-point adaptors and problems 
with the use of extension leads are all hazards which frequently result in fires starting. Therefore:  
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o Ensure that all electrical circuits and equipment in the workplace are inspected and tested on a regular basis.
(Remember, there is a requirement to do this under the Electricity at Work Regulations 1989).

o Have any faults in wiring or fittings repaired promptly by a qualified electrician.
o Switch off electrical equipment when it is not in use and particularly at the end of the day’s work.

Rubbish and Waste Materials 
Rubbish and waste materials that are left to accumulate can easily contribute to the spread of fire; they are also a place 
for malicious fires to be started. Make sure that you remove all waste materials from the workplace on a regular basis  
and place them in a suitable container located in a safe position outside the building. Ideally this container will be of 
metal construction and fitted with a lockable lid. Arrange for the container to be emptied regularly. 
Do not burn rubbish on bonfires, even if it is thought safe to do so. They can easily get out of control and spread fire to 
nearby buildings or structures. 

Smoking 
Smoking is still a major cause of fires in buildings. You should: 

o Consider having a ‘No Smoking’ policy in your establishment. But remember to make provision for those Service
Users who like to smoke. This will be a designated area or room where sufficient glass or metal ashtrays are 
provided. A fire extinguisher should be provided in or near the room and any seating should have only small 
amounts of padded upholstery. 

o Prohibit smoking in storage areas. If the public visit your premises ensure that they understand that this is a no
smoking area. 

o Check designated rooms at the end of the working day to ensure that no smoking material has been left
burning. 

Cooking 
Many small businesses have kitchens where staff may prepare food themselves. These facilities are similar to domestic 
kitchens and cooking hazards may still arise: 

o Avoid undertaking deep fat frying unless a thermostatically controlled pan is provided. Even then it would be
wise not to leave the pan unattended. 

o Ensure that combustible materials such as cloths, towels and loose fitting clothing (especially sleeves) are kept
well clear of hobs. 

o Toasters and microwave ovens should not be sited in office areas; they should only be available in kitchens.

Heating Appliances 
Portable heaters can often be hazardous in the work environment, especially if placed too close to combustible 
furniture, fittings or materials. Convector heaters are safer than radiant fires. If you do need to use heaters: 

o Ensure that they are securely guarded and properly fixed to prevent them from being knocked over.
o Place them well away from any materials which could easily ignite.
o Never stand papers or books on them or drape clothing over them.
o Do not allow ventilation grilles to become obstructed.
o Clean portable heaters on a regular basis.

Combustible Materials 
If combustible items, such as packing materials, glues, solvents, flammable liquids or gases, are used or stored in the 
workplace, it is recommended that: 

o The amounts brought into the premises should be kept to a minimum and sufficient for the day’s work only.
o The bulk supplies of such materials should be locked in a secure store, preferably outside the main premises.



13 

Hazardous Materials 
If you use paints, solvents, adhesives, chemicals or gas cylinders, keep them in separate storage areas and well away 
from any sources of ignition. Gas cylinders, even when empty, can explode when exposed to heat. Remember that the 
Highly Flammable Liquids and Liquefied Petroleum Gases Regulations 1972 may apply to your operations. 

Fire drills 
• To ensure that all employees know how to leave the premises in the event of fire, repeated practice is desirable.
• Fire drills should be held at regular intervals and preferably every 2 months or whenever there is a substantial

change in staff levels or turnover. All staff, from all shifts should participate in a fire drill. Employees should be
trained:

÷ To recognise the fire alarm when it sounds; 
÷ To act in accordance with the evacuation plan; 
÷ To leave the premises quickly by the nearest possible route; 
÷ To go to the designated assembly point; 
÷ To assemble for roll call. 
• Departmental managers (or their equivalent) should make sure that their departments are completely

evacuated. 
• Management should evaluate performances during fire drills and in particular should investigate the causes of

any delays in evacuation and take steps to make sure delays are eliminated. 

Records 
• To ensure compliance with the regulations
o The service is required to maintain accurate and up to date records of all Fire drills undertaken.
o The training statistics must be updated for all staff to ensure fire safety training has been undertaken and a plan

of ongoing training and drills formulated..
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