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1 General Statement  of Policy   
 

Crawle y Boro ugh Counc il are com m itted to ens ur i ng t he heal th and saf et y of ev e r yone who wor k s f or 

us and als o ever yon e wh o m a y be af f ec ted by the Counc i ls  ac ti vi ti es, inc l ud in g res ide nts , vis it or s,  

contr ac tor s  a nd t he gen er a l pu bl ic. The Counc il  aim s to pro vi de th e op tim um appr oac h giv in g eq ua l 

regar d t o th e  en v i5 (op)-1207b3.4 (u)11.8 (m)-24. 
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2 Action to be taken by a person discovering a fire  

 

If a fir e  is  dis c over ed t he alar m will be rais e d by bre a k ing the near es t bre ak glas s call point and th e 

alar m  wil l sound t hr oug hou t the ent ir e bu ild in g.  W hen the Dut y Of f ic er  is off site t he al ar m  wi ll als o 

autom atic al l y al er t Mol e Val le y Life Care Centr e who wil l on  all oc c as ions  ca ll the Fire  Ser v ic e and as k 

them to atten d.  

 

Further m or e, ther e is aut o m atic detec tio n in all r is k areas, inc lud in g ind iv id ual f la ts whic h wi ll al lo w f or 

a fir e to be det ec ted wh en an area is unoc c up ied he nc e giv ing an ear l y war n in g.   W hen the Dut y 

Off ic er  is of f site t h is aut om atic detec ti on wil l aga in aler t Mo le Va lle y Life  Care Centr e.  

 

3 How will the fire s
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If the Duty Of f ic er  is of f site, th e har d wir ed f ir e s ys te m wil l autom at i c al l y al er t Mol e Val le y Life Care 

Centr e who wil l cal l the Fir e Ser vic e stat in g the f ul l pos tal addr es s and an y us e f ul inf orm ation abo ut 

the f ir e.  

 

 

4 The f ire warning system  

 

The f ir e war ni ng s ys t em  is full y com plia nt wi th th e Categor y L2 syst em of BS 5839: Part 1 (protec t ion 

of all es c ape sta ir wa ys, all cor r idor s, an y other areas t hat f or m par t of the com m on es c ape routes, all 

flats ).  

 

A bell/ sir e n sounds to in di c ate the ac ti vat io n of the fir e war ni ng s ys tem.  It can be clear l y hear d 

thr oug hou t the bu il di ng.  Ther e are ad dit ion al war ni n gs in plac e f or thos e who have hear i ng is s ues 

suc h as flas hin g be ac ons in the ir pro per t y an d vibr ati n g pi ll o ws.  

 

 
T he regular t es tin g of equ i pm ent wi ll be car r i ed out by a re puta bl e com pan y f or the six  m onthl y an d 

annu al ins p ec tio n tes ts, i n ac c or danc e with the m anuf ac tur er ’s  ins tr uc tio ns.  

 

 

5 The Fire Evacuation Procedure  

 

The des ign ate d as s em bl y point is nex t to the f enc ed woode n rec yc lin g are a in th e Car par k of 

Half ac r es.  

 

Stage 1  

 

In th e even t of the f ir e al ar m soundi ng all res id ents ha ve bee n to ld t o sta y in th eir f lats, clos e wind o ws 

and door s and pre par e the m s elves in cas e of an evac uati on. T his inf or m ation is on the ins ide of eac h 

of res ident ’ s f ront door s.  

 

On call in g  th e Fire Ser vic e the Duty Of f ic er , if on sit e , wil l chec k  the loc ati on of the f ir e f rom the f ir e 

pane l.  Then, wit ho ut putti n g them s elves at ris k, will as s es s the ser io us nes s of the situat io n.   

 

If it is saf e to do so staf f wi ll  hel p evac u ate res ide nts who are at ris k bec aus e t he y are loc ated c los e to 

the sour c e of the f ir e and al s o cons ider t he ev ac uat ion  of adj oin ing f la ts in the c om par tm ent.   This 

evac u ati on wil l be at leas t t o be yo nd t he f ir s t set of saf et y door s in th e cor r id or.  
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All ot her te nan ts wi ll st a y put (de la yed r es pons e)  unl e s s W es t Sus s ex Fire an d R es c ue Ser vic e 

ins tr uc t te nants oth er w is e.  

 

Stage 2  

 

If ther e is an inc r eas ed r is k to adj o in ing f la ts du e to fir e/sm ok e growt h, adj ac ent f lat s with in t he 

com par tm ent zo ne are to be evac uat ed t o a saf e ar ea.  Follo wi ng ins tr uc ti on f rom Fire Briga de t his 

area cou ld be ins i de t he bui ldi ng ( c om m unal  l o ung e wit h the ex it  to  the outs id e) or evac u ati on t o th e 

des ig nate d as s em bl y poi nt whic h is nex t t o th e f enc ed wood en rec yc li ng ar ea in th e C ar par k of 

Half ac r es.   

 

 

Howe ver , if at an y tim e the m eans of es c ape f or thes e r es ident s  is thr e aten ed t he y s ho uld be 

evac u ate d to a saf e area f or ex am ple to ne ig hbo ur ’s f lats awa y f rom the f ir e.  

 

If the Dut y Of f ic er  is not on site,  Mol e Val le y Life Care Centr e wi ll ca ll the Fire Ser vic e.  Additio na ll y 

the y wi ll cal l th e Dut y Of f ic er wh o wil l att en d as soo n as pos s ibl e.  

 

LIFTS MUST  NOT USED WHEN THE FIRE ALARM IS SOUNDING. 

 

No perso n wi ll re- ent er wit h out t he per m is s ion of the Seni or Fire Of f ic er pres ent.  

 

6 The assembly p oint  

 

The des ign ate d as s em bl y point is nex t to the f enc ed woode n rec yc lin g are a in th e Car par k of 

Half ac r es.  

 

7 Duties and responsibilities of specific personnel  

 

The Duty Of f ic er , when on site,  wil l be res po ns ib le f or ens ur in g a det ai led li s t of al l res id ents, outs i de 

contr ac tor s and vis itor s wit hin Half ac r es .   

 

W hen  the Duty Of f ic er  is no t on si te and t he Fire alar m has be en ra is ed.  
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Sec ur it y m us t be cons i der e d at al l tim es by k e y per s on nel  dur i ng t he ev ac uat ion proc es s.  

 

In th e even t of a m aj or inc ident and a ful l evac ua ti on of the bu ild in g,  th e Crawle y Borou gh Counc i l 

Emergenc y  Plan wi ll be in v ok ed.  To in vok e  th is out of hour s , cal l 01293 438000 and th e rel ev ant 

per s onn el wil l be inf orm ed.  

 

8 Fire fighting e quipment  

 

Fire fight ing eq ui pm ent is suppl ied to the r ele va nt Britis h Stan dar d ( BS 5306-



                                                                       

 

               Fire  Safety Policy  
 

14/10/2020  Pag e 8 

To be ef f ec tive, an y evac u atio n pla n depe nds on th e abi l it y of staf f to res pond ef f ic ientl y. Staf f wi ll 

ther ef or e requir e regu lar ins tr uc tion inc lu di ng, ap pr opr ia te an d ade quat e t raini ng to fulf il th eir 

res pons ib il it ies.  

 

This m a y inc l ude som e or all of the f oll o wi ng el em ents:  

• Actio n on dis c o ver i ng t he al ar m  

• Callin g th e em er genc y ser v ic e  

• Means of es c ape  

• The as s em bl y poin t  

• Use of ex ting uis h er s  

• Fire Drills  

• Basic fir e pre ve nti on  

 

Crawle y Boro ugh Counc il wil l pro v ide su ita bl e an d suf f ic ient tra in ing on al l of the abo ve t op ic s.  

 

All staf f upon star ti ng wit h Crawle y Boro ugh Counc i l  wil l hav e a rec og nis e d ind uc tion wh ic h inc l udes 

Health & Saf et y Po lic y an d Fire Saf et y Pol ic y inc lud i ng ev ac uat ion rout es and the sound of the f ir e 

alar m s ys tem.  

 

All staf f wil l be per i od ic al l y trai ned in bas ic Fire Sa f et y, fir e ch em is tr y, ho w  fir e spr eads an d the 

Regu lat or y R ef orm (Fire Saf et y) Ord er 2005.  Rec or d s of this train ing are k ept in the Fire Log fil e on 

the prem is es.  

 

11 Outside c ontractors  and v isitors  

 

Outs ide con tr ac tor s are req uir ed t o sign in and ou t us i ng the vis itor bo ok loc ated at the m ain entr a nc e 

to Half ac r es .  

 

In th e  even t of a fir e alar m sound ing al l outs id e contr a c tor s and vis it or s m us t m ak e the ir wa y t o th e f ir e 

evac u ati on as s em bl y po int whic h is nex t t o t h e fenc ed wood en rec yc li ng ar ea in th e c ar par k of 

Half ac r es.   

 

 

Vis it or s who are sta yi n g in the gues t room s wi ll ha ve ins tr uc ti ons on the ins i de of gues t room f ront 



                                                                       

 

               Fire  Safety Policy  
 

14/10/2020  Pag e 9 

12 General  

 

All m em ber s of staff should be awar e , at al l tim es , 
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Fire Alarm (for further i nformation see B.S.5839 : Part 1)  

 

Daily ins p ec t the pa ne l f or nor m al oper at ion of the s ys tem.  
 
W eek l y tes t b y th e Dut y Of fic er  and oper ate a call poi n t, using a dif f er ent call poin t and zone in a str ic t 
rotati on ev er y we ek. A vis ual ins pec ti on of al l batt er i es an d con nec ti ons, inc l ud ing elec tr ol yte lev els  
als o car r ie d out . 
 
Quar ter l y  i ns p ec tio n tes ts car r ied out b y a com peten t per s on in ac c or d anc e wit h the m anuf ac tur er s ’ 
ins tr uc tio ns.  
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