
. 
Fire Safety Policy 

 
Scope and Purpose 
 
Fire safety is only one of many safety issues with which management must concern 
themselves to minimise the risk of injury or death to trustees, staff, members of the 
public. 
 
Pembrokeshire People First (PPF) rent 3 properties around Pembrokeshire - Portcullis 
House, the charity’s headquarters; MOR project building at Letterston; and 
Johnston Community Centre for StaySocial. Landlords have the responsibility for 
ensuring that they have a Fire Safety Policy and procedures in place. The further 
information below indicates how PPF  comply with Fire Safety law and which 
covers fire prevention, risk assessment, evacuation procedures, and emergency 
response. On-going maintenance of fire safety equipment is the responsibility of 
the landlord. 
 
 
Legal Compliance 
 
There are a series of documents provided by the UK government in conjunction 
with the Fire Brigade which include elements of fire risk assessment. The following 
website has the detail: 
www.gov.uk/government/publications/fire-safety-risk-assessment. 
A range of documents give a guide to the whole assessment process.  
This includes:  
 Identifying fire hazards  
 Identifying people at risk 
 Evaluating, removing, reducing and protecting people from risk 
 Recording, planning, informing, instructing and training 
 Review of the fundamentals annually      
 
There is further information available on the assessment process and fire 
precautions including preventative measures, fire detection and warning systems; 
equipment and facilities; and escape routes. These form the basis of minimising 
risk. 
The guidance also provides recommendations for the fire safety management of 
all the premises to ensure there is an equivalent standard of fire safety in each site. 



Covering these different elements ensures that PPF follows the Regulatory Reform 
(Fire Safety) Fire Safety Order 2005. 
 
Responsibilities: 
 
Fire Safety Procedures at the 3 sites are considered independently by staff, 
volunteers and members at each site which have different types of buildings and 
potential issues e.g. there is no lift at Portcullis House; the presence of a kiln at 
MOR. A different escape route has to be designated at each of the 3 premises.  
 
Using the Fire Risk Assessment (FRA) sheet, the Senior Manager and nominated 
trustee will carry out an annual risk assessment of each property. This will include 
the identification and evaluation in order to minimise any fire risk. 
 
Checks and queries with the landlords for all 3 premises will be undertaken as part 
of this review centred on fire prevention. This will help to reduce fire hazards and 
include:  
any fire specification of equipment, and   
any certification re fire equipment kept on the premises such as fire extinguishers, 
fire blankets and the storage of flammable materials.  
Information on the fire detection system will be incorporated onto the FRA e.g. 
smoke alarms, smoke detectors.  
 
A practice evacuation at each site will be carried out by staff, volunteers and 
members annually. This will be recorded as part of the evaluation process. The 
lead facilitator at each venue, supported by staff members, will organise the 
evacuation of members, carers and volunteers and lead the gathering to a 
nominated meeting point. 
 
In the event of a fire breaking out, a designated member of staff will immediately 
inform the Fire Service and then all staff will assist to totally evacuate the building. 
The safety of members, volunteers and staff is paramount. 
 
All records will be maintained by the staff member in charge of the premises, 
usually the facilitator on site. Portcullis House is different as there can be 2 
managers on site, and the Senior Manager. The most senior person on site will take 
responsibility for evacuation as this can vary from day-to-day. All record keeping 
includes Information on fire safety inspections, tests, incident reports and any 
training records linked to individual staff. 
 
  



Fire Risk Assessment & Review 
 

 
1. Identification of the fire hazards 
2. Identification of the people at risk 
3. Evaluation, removal or reduction of the risks 
4. All findings are recorded on the FRA sheet 
5. An emergency plan including evacuation is included 
6. Add any training attended by trustees, staff, and/or volunteers 
7. Review and update annually. 
 
 
Specific Element Person(s) carrying 

out the review 
Date Additional 

information 
Hazards 

Identification of the 
fire hazards: 
Portcullis House 
MOR 
Johnston 
Community Centre 

   
 
Paper Waste 

Identification of the 
people at risk - 
Disabled adults - 
mobilty, sensory, 
autism, lack of 
spatial awareness 

   

Evaluation, removal 
or reduction of the 
risks 

   

Review of 
emergency plan 
identified for each 
building including 
escape routes. 

   

Training 
Trustees 
Staff 
Volunteers 
Members 
 
Review dates: 

   

 
 
 
Signed ................................................................. (Staff member)    Signed 
................................................................. (Trustee) 
 

 
 

Date .................................       Date of next review .................................. 


