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1. Introduction 

Tonyrefail & District Community Council is a responsible employer and recognises the 

importance of fire safety in the workplace. Good fire safety practices prevent and reduce 

the risk of harm to employees, contractors, members of the public and other parties who 

may be affected by Council operations or activities. The Council has formulated a Fire 

Policy to comply with the Regulatory Reform (Fire Safety) Order 2005, Health and Safety 

at Work Act 1974 and other relevant legislation which outlines the responsibilities and 

duties of all people in the organisation. 

2. The Council 

2.1 The Council, as RESPONSIBLE PERSON, is responsible for: 

• Protecting the safety of its employees, 

• Protecting the safety of the general public on Council property or who may be 

affected by its operations, 

• Protecting the safety of vulnerable people who may be on Council property or 

who may be affected by its operations, 

• Protecting the safety of contractors and volunteers who may be working for or on 

behalf of the Community Council on our property or other premises, 

• Complying with government legislation on fire safety, 

• Having a comprehensive Fire Policy which is reviewed regularly and revised 

periodically or following major changes which could alter its effectiveness, 

• Providing sufficient funding to meet legislation and its responsibilities outlines in 

section 2.1, and 

• Providing sufficient staffing, training and resourcing to meet legislation 

requirements and Council’s responsibilities outlined in section 2.1. 

2.2 The Clerk and Deputy Clerk are responsible for:   

• Using day to day monitoring and the appraisal process for review and collation of 

training needs to feed back to the Staffing Committee. 

• When budget setting, ensuring that sufficient finance is available for fire safety 

including training, servicing and adjustments needed as a result of fire risk 

assessments.  

• Delegating responsibilities to an appropriate number of fire marshals to oversee 

day to day operational fire safety procedures, and safe evacuation procedures in 

the event of a fire incident.  

• Establishing correct and safe procedures in line with legislation and organisation 

requirements and ensuring adherence to the same.  

• Ensuring there is a comprehensive Health and Safety Policy and separate Fire 

Policy in place, which is reviewed routinely by the Council. 
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• Ensuring there is sufficient firefighting equipment on Council premises, in 

accordance with fire risk assessment requirements. 

2.3 Line managers are responsible for: 

• Ensuring adherence to the Fire Policy and procedures, amongst their team. 

• Completing the logbook1 and keeping it stored safely on the premises to which it 

relates. 

• Assessing training needs amongst the team and reporting this back to senior 

management, who can communicate this need with the Staffing Committee. 

• Ensuring comprehensive induction training is given to new starters, and adequate 

supervision provided thereafter, on fire policy and procedures. 

• Disseminating fire safety information to their team. 

• Reporting defects and concerns to senior management. 

• Familiarising themselves with the Fire Policy, fire legislation and organisational 

procedures. 

• Ensuring appropriate risk assessments are in place and that new ones are created 

for any new machinery acquired that is not already covered by existing 

documentation.  

• Maintaining plant and machinery, including servicing. 

2.4 Fire Wardens are responsible (where applicable) for:  

2.4.1 Day to day housekeeping: 

• Ensuring workspaces are kept tidy and free of clutter. 

• Ensuring bins are emptied routinely and rubbish is not allowed to build up or be 

stored in inappropriate places. External bins should be locked, kept away from the 

building and preferably have a rubber lid.  

• Ensuring access routes and fire exits are kept clear and unobstructed. 

• Ensuring appropriate use of extension cables and PAT testing of equipment. 

2.4.2 Weekly:  

• Checking that the fire alarm test has been carried out. 

• Checking that the final exit fire doors have been tested for ease of opening.  

• Checking that the fire extinguisher checks have been completed. 

2.4.3 Monthly: 

• Checking that the emergency lighting test has been carried out. 

 
1 South Wales Fire & Rescue Service Business Fire Safety Log Book 

https://www.southwales-fire.gov.uk/app/uploads/2021/04/BFS-Log-Book_eng.pdf
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• Checking that the fire evacuation chair inspection has been carried out. 

2.4.4 6 monthly or annually as appropriate: 

• Checking that a fire evacuation drill has been carried out. 

• Checking that PAT testing has been carried out. 

3. Employees  

All employees are responsible for: 

• Reporting any faults or defects with fire safety equipment, hazards, or concerns 

they may have around fire policy and safety.  

• Following procedures and adhering to their training. 

• Taking all reasonable and necessary precautions to keep themselves and others 

around them safe.  

• Co-operating with reasonable instructions and training provided. 

• Checking equipment thoroughly to ensure it is safe to use and in good condition. 

This may include cleaning, maintaining and servicing the equipment if it is within 

the employee’s job role, or arranging for it to be done by another party.  

• Using equipment provided in a correct manner, without interfering or behaving 

recklessly with tools, machinery, safety equipment or PPE. 

4. Fire Risk Assessments 

4.1 Fire Risk Assessments will be carried out by a competent and qualified external 

company. The risk assessment will be reviewed annually by the Council and revised 

on every third anniversary, or following any major changes on the premises which 

may include but is not limited to:  

• The addition of new equipment.  

• A change of work activities and any others held or that take place within the 

premises.  

• Alterations to the building, both internal and external, including building layout. 

• A change to or addition of any hazardous substances used or stored on the 

premises. 

• Fire equipment failure. 

• Changes to the use, area, type or contents of any storage spaces or facilities. 

• Changes to the occupancy of the building. 

• Changes to the level of mobility of those occupying the building, or the change 

or addition of users or visitors who may be vulnerable. 

• Changes to the management of the premises or organisation. 
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4.2 Recommendations given in the fire risk assessment must be completed within the 

given timescales, with higher risks given the highest priority to rectify.  

4.3 There must be funds available to complete recommendations in the fire risk 

assessment. It is the responsibility of the Council to provide for this in their annual 

budget.  

5. Monitoring  

5.1 Monitoring of the policy and adherence to it, effectiveness of training and budget 

spent will be undertaken by the Council. The Clerk will be responsible for ensuring 

that monitoring is part of the agenda. 

5.2 The annual review of the policy will be completed by the Council. 

5.3 The Clerk and Deputy Clerk are responsible for overseeing the monitoring of day-to-

day adherence to the policy and procedures, and should liaise with the fire warden to 

address any concerns.  

5.4 Appropriate and realistic timescales must be put in place to address any 

shortcomings. The appropriate Committee must ensure that any remedial actions are 

carried out.  

5.5 All serious fire safety incidents will be subject to investigation, with a report and 

findings presented to full Council.  

6. Logbook  

6.1 A log book will be kept on each premises and will contain details (where applicable) 

of: 

• Fire alarm model details, testing, servicing, false alarm and evacuation events.  

• Emergency lighting testing and servicing.  

• Fire extinguisher inspection and servicing. 

• Evacuation chair inspection and servicing. 

• Emergency contact details for responsible people and key holders. 

• Fire maintenance company details and contacts. 

• Locations of call points, detectors and other fire safety components, which may 

be in the form of a colour coded floor plan. 

7. Procedures  

7.1 If you hear the fire alarm 

7.1.1 Calmly evacuate the area without stopping to collect any possessions. Leave via 

the nearest, safe and unobstructed fire exit. Proceed to the assembly point at that 

premises. 

7.1.2 Report to your line manager, who will liaise with the Fire Marshall to ensure 

everyone has been evacuated. 
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7.1.3 Do not re-enter the building until instructed to do so. 

7.1.4 If you are unable to exit the building, either because of blocked fire exits or 

limited mobility, proceed to the refuge point and await assistance. 

7.1.5 Trained members of staff may use the evacuation chair to assist individuals 

waiting at the refuge point, to evacuate the building. 

7.2 If you discover a fire 

7.2.1 Find the nearest call point and break the glass carefully. 

7.2.2 If you are trained to tackle the fire, have the correct equipment to do so and are 

confident that you can do so safely, you may attempt to. If the fire is too large, or 

the situation becomes too dangerous for you to remain, evacuate immediately 

without stopping to collect any possessions. Leave via the nearest, safe and 

unobstructed fire exit. Proceed to the assembly point at that premises. 

7.2.3 Communicate the details of the fire to the Fire Marshall so that this can be 

relayed to the emergency services. 

7.3 If you discover a fault 

Alert your line manager or a member of senior management immediately. Give clear and 

concise details of the equipment damaged, faulty, missing or tampered with. Agree who 

will take action to remedy the situation, which may involve calling the fire maintenance 

company and keeping people away from the area.  

7.4 Testing the fire alarm 

7.4.1 The alarm must be tested weekly, with each call point tested on rotation. 

7.4.2 Make staff and visitors to the building aware that you are testing the alarm, so 

that they do not commence evacuation procedure. Alarms connected to a 

monitoring station will need to be put in ‘test mode’ before activating. 

7.4.3 Ensure that the alarm sounds promptly when the call point is tested, sounders 

and beacons are working and automatic fire doors release. Check that the call 

point location and alarm panel responses are satisfactory. 

7.4.4 Record details of the test and any findings in the log book.  

7.4.5 If the test was not satisfactory, immediately alert your line manager or a member 

of senior management. Agree what the course of action will be, who is 

responsible for it and write this in the log book. 

7.5 Testing the emergency lighting 

7.5.1 Emergency lights must be tested monthly. A flick test must be undertaken on all 

test points. 

7.5.2 Make staff and visitors to the building aware that you are testing the emergency 

lighting, so they do not panic when lights go out. Avoid testing them during 

hours of darkness if possible.  
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7.5.3 Ensure that the emergency lights come on when activated and that the LED light 

indicating the battery backup is showing.  

7.5.4 Record details of the test and any findings in the log book.  

7.5.5 If the test was not satisfactory, alert immediately your line manager or a member 

of senior management. Agree what the course of action will be, who is 

responsible for it and write this in the log book. 

7.6 Inspecting the evacuation chair 

7.6.1 The chair should be inspected monthly to check that it is in good working order. 

Follow the inspection checklist to inspect vital components.  

7.6.2 Record details of the inspection and any findings in the log book.  

7.6.3 If the inspection was not satisfactory, alert immediately your line manager or a 

member of senior management. Agree what the course of action will be, who is 

responsible for it and write this in the log book. 

7.7 Checking the fire extinguishers 

7.7.1 All fire extinguishers (including blankets) must be checked weekly to ensure they 

are still in their correct location and have not been discharged or tampered with. 

Check that they are still within date and that any pressure gauges are within safe 

limits. Luminescent signage should be in place at each extinguisher location.  

7.7.2 Record details of the inspection and any findings in the log book.  

7.7.3 If the inspection was not satisfactory, alert immediately your line manager or a 

member of senior management. Agree what the course of action will be, who is 

responsible for it and write this in the log book. 

7.8 Final exits 

7.8.1 All final exits should be checked weekly to ensure they are unobstructed and easy 

to operate in the event of an emergency. They should be in a serviceable 

condition and not require a key, code or specialist knowledge to operate.    

7.8.2 Record details of the inspection and any findings in the log book.  

7.8.3 If the inspection was not satisfactory, alert immediately your line manager or a 

member of senior management. Agree what the course of action will be, who is 

responsible for it and write this in the log book. 

7.9 Fire drills 

7.9.1 Fire drills should be conducted in line with the requirements of the fire risk 

assessment. For the Council offices, this is a minimum of twice a year. At other 

premises, due to the low and transient occupancy of the buildings on a regular 

basis, drills are not assessed as necessary as long as the other fire risk assessment 

recommendations regarding procedures and training are implemented.   
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7.9.2 Record details of the drill and any action points in the log book. Details should 

include the time taken to evacuate the building, day, date, time of alarm, any 

observations and a debrief with all staff. 

7.9.3 If the drill was not satisfactory, alert immediately your line manager or a member 

of senior management. 

7.9.4 The responsible person must take appropriate action to remedy the 

unsatisfactory drill response. This may involve referring the matter to the Staffing 

Committee, Cemetery Committee or full Council.  

7.9.5 The responsible person must ensure that appropriate action is taken in a timely 

manner, the timescale of which must be determined in line with the severity of 

the shortcoming or failure.  

7.10 Housekeeping 

7.10.1 It is expected that all staff keep their work area clear and tidy.    

7.10.2 Rubbish bins and all forms of waste should be disposed of promptly and in line 

with legislation. External bins should be stored away from the building and locked 

where possible.  

7.10.3 Extension and electrical cables should not be left trailing and should be tidied. 

Extension cables should not be daisy chained or overloaded.  

7.11 Servicing and maintenance of fire safety and critical equipment 

connected to the fire alarm 

7.11.1 Fire safety equipment must be serviced and maintained regularly: 

• Fire alarm must be serviced by the fire maintenance company every 6 months. 

• Emergency lights should be subject to a discharge test every 6 months. 

• Fire extinguishers must be serviced every 12 months. 

• Fire detectors (heat and smoke) must be serviced every 6 months. 

• The domestic boilers must be serviced annually. 

7.11.2 Record details of all testing and servicing in the log book, along with faults found 

and actions taken. 

7.12 Personal Emergency Evacuation Plans (PEEPs) 

Staff members or regular visitors who have mobility issues may require a Personal 

Emergency Evacuation Plan, which details special arrangements for them in the event of 

an emergency. The Clerk is responsible for identifying individuals who may need one, 

creating the Plan, and storing it safely in line with GDPR. The Plan will need to be shared 

with relevant members of staff who may need to assist that individual in an emergency, 

which may include managers, fire marshals and any employee who may assist in an 

evacuation procedure.  
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7.13 COSHH 

7.13.1 Substances potentially hazardous to health should be secured in the locked 

COSHH cupboard at all times when not in use. The COSHH book2 must be kept 

up to date and reviewed annually, or when substances in use change, whichever 

happens sooner.  

7.13.2 Staff should not attempt to fight any fires in or around the COSHH cupboard, or 

where the substances are in use.  

7.14 Portable Appliance Testing (PAT) 

Portable appliances must be PAT tested in line with requirement for the type of 

appliance, location and user type. All details should be kept on the PAT testing log and 

failed items taken out of use until repair, or immediately disposed of. 

7.15 Fire register 

A register3 must be kept of all contractors and visitors to the site. Tenants are responsible 

for keeping their own registers and in the event of a fire, must liaise with the building’s 

fire warden. Registers should be shredded at the end of each day, in line with GDPR. 

8. Training  

8.1 All staff 

Basic fire training is to be provided to all staff across all premises. This may be provided 

in the form of face to face or online delivery. The training they receive will be: 

• Induction training to ensure familiarisation with premises, procedures, team 

members and routine. 

• Fire safety training. 

8.2 Office staff 

In addition to the training that all staff receive, Office staff will also receive training on the 

evacuation chair. 

8.3 Outdoor staff 

In addition to the training that all staff receive, outdoor staff will also receive practical fire 

extinguisher training.  

8.4 Any staff that require further training as a part of their job role 

Some staff will require additional training, which may include:  

• PAT testing, 

• COSHH, 

• Fire marshalling, 

 
2 COSHH Assessment Duplicate book 
3 Visitor Register 
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• Equipment specific training, 

• In house training on testing or inspection of emergency lighting, fire doors, 

housekeeping and fire extinguishers. 

8.5 Training specifications 

• Training will be delivered by a competent and qualified training provider.  

• Particular attention will be given to young and vulnerable people who may be 

staff members, volunteers, visitors or other parties.  

• Training should be premises and role specific. 

• Training provided will be appropriate to the level of risk. 

• The fire risk assessment will be used to determine what training is needed. 

8.6 Training timescales and revision 

Training will be provided at induction and refreshed periodically thereafter All training 

will be recorded in the Training Log. Training will also be refreshed following:  

• New or increased risks which may present 

• The introduction of new equipment or technology 

• New responsibilities being given to a member of staff  

• The introduction of new ways of working 

• Change to staffing structure  

9. Discipline  

Serious, wilful or persistent disregard of safety measures, legislation, regulations or policy 

will be treated as a disciplinary matter. Failure to comply with reasonable instructions 

from section managers, senior management and fire wardens will also be treated as a 

disciplinary matter and will be dealt with under current procedures in force. The Staffing 

Committee is responsible for setting and monitoring disciplinary procedures.  

10. Review 

10.1 This policy will be reviewed yearly by the Cemetery Committee, or sooner 

following:  

• Significant changes to the organisation, buildings, staffing or operations, 

• An updated fire risk assessment, 

• Changes of legislation, or 

• Serious failings of fire safety. 

10.2 Following review, the revised policy will be issued to all staff. 
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Annexure 1: Documents 

 

 Document Purpose Responsible Person Source 

1. Fire Policy Establishes the Council’s commitment to fire safety, 

outlining roles, responsibilities, and procedures to prevent 

and respond to fire incidents. 

Clerk  

2. Log Book Provides a documented record of fire safety activities, 

including inspections, maintenance, and drills, ensuring 

compliance and accountability. 

Fire Warden https://www.southwales-

fire.gov.uk/app/uploads/2021/04/BFS-

Log-Book_eng.pdf 

3. Daily checks Identifies potential fire hazards and ensures fire safety 

equipment (e.g., extinguishers, alarms, emergency lighting) 

is operational and ready for use. 

Fire Warden; 

Responsible Person 

Annexure 2: Daily Checks 

4. Inspection & Testing 

timetable 

Ensures regular maintenance and statutory checks of fire 

alarms, extinguishers, emergency exits, and other fire safety 

systems to maintain compliance and effectiveness. 

Fire Warden Annexure 3: Inspection timetable 

5. Fire Risk Assessment Identifies potential fire hazards, evaluates risks, and 

implements control measures to minimise the likelihood of a 

fire occurring and mitigate its impact. 

External competent 

person 

Fire Risk Assessment 2025 

6. General Evacuation 

Plan 

Provides a structured procedure for safely evacuating all 

occupants in the event of a fire, ensuring a quick and orderly 

response. 

Fire Warden Annexure 4: General Evacuation 

Plan 

5. Emergency Evacuation 

Assessment 

Assesses the needs of an individual and determines if a 

Personal Emergency Evacuation Plan is needed. 

Clerk Annexure 5: Emergency Evacuation 

Assessment 

6. Personal Emergency 

Evacuation Plans 

(PEEPs) 

Outlines personalised evacuation procedures for people 

with disabilities or specific needs, ensuring their safe exit in 

an emergency. 

Clerk Annexure 6: PEEP 

7. Visitor Register Keeps track of non-permanent occupants in the building, 

ensuring everyone is accounted for during an evacuation. 

Deputy Clerk Annexure 7: Visitor Register 

https://www.southwales-fire.gov.uk/app/uploads/2021/04/BFS-Log-Book_eng.pdf
https://www.southwales-fire.gov.uk/app/uploads/2021/04/BFS-Log-Book_eng.pdf
https://www.southwales-fire.gov.uk/app/uploads/2021/04/BFS-Log-Book_eng.pdf
https://www.dropbox.com/scl/fi/eygmphxcl9ayycvyzgjgk/250213_FAST-FRA_Trane-Cemetery_Gilfach-Rd-FIRE-RISK-ASSESSMENT-REPORT.pdf?rlkey=pngoz8k7u8ihewq1zspw006ea&st=llgqk6a6&dl=0
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Annexure 2: Daily checks 

The daily check advice below in not a comprehensive list. All the listed checks below do not 

have to be recorded and are tasks that can be undertaken as part of the working day. 

 

 

 

If a fault is found during a daily fire check, this should be immediately reported it to their line 

manager or the designated Fire Warden, ensuring the issue is addressed promptly.  

 

  

•Can all fire exits be opened immediately and easily?

•Are fire doors clear of obstruction?

•Are escape routes clear?

Escape Routes

•Is the indicator panel showing normal?

•Are whistles, gongs or air horns in place?

Fire Warning System

•Are luminaries and exit signs in good condition and undamaged?

•Is emergency lighting and sign lighting working correctly?

Escape Lighting

•Are all the fire extinguishers in place?

•Are fire extinguishers clearly visible?

•Are vehicles blocking fire hydrants?

Fire Fighting Equipment

* Are workspaces tidy and free of clutter?

* Are any bins filled up with rubbish or stored in inappropriate places? 

* Are extension cables being used appropriately?

Housekeeping
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Annexure 3: Inspection and Testing timetable 

The Fire Warden is responsible for ensuring the appropriate checks are carried out according to this Policy. 

 
Fire & 

evacuation 

drills 

Fire evacuation 

chair 

Means of 

escape 

Fire doors & 

final exits 

Fire detection 

& alarm 

systems 

Emergency 

lighting system 

Fire 

extinguishers & 

fire blankets 

Daily  
 

   
  

Weekly    
  

 
 

Monthly  
 

   
  

6 Monthly 
 

 
 

   
 

Annually 
 

 
  

   

SERVICING: 

6 Monthly Fire detection & alarm systems Emergency lighting system  

Annually Fire extinguishers Boilers PAT Testing  

5-yearly 
Electrical Installation Condition 

Report (EICR)4 
   

 
4 Guidance, not legislation 
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Annexure 4: General Evacuation Plan 

 

General Emergency 

Evacuation Plan for: 

 

Premises address:  

Plan date:  Review date:  

 

Sound of the alarm 

The sound of the alarm will be (tick as appropriate): 

• A shouted warning / whistle sounding / air horn etc.  

• A continuously ringing bell / a continuous warning siren etc.  

• Other (please specify):  

 

 

Raising the alarm 

In the event of a fire (tick as appropriate): 

• If the fire is discovered by a staff member or a visitor notifies a staff 

member of a fire, the alarm will be raised by:  

o activation of the nearest call point or  

o commencing manual warning (whistle, shout etc.) 

 

• If fire is detected by automatic detectors, this will trigger the fire alarm  

• Other (please specify):  
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Action staff should take on hearing the alarm 

The following actions will be taken upon the fire alarm being sounded/raised: 

(modify/delete as applicable to individual sites): 

• ______________________________ will take charge and lead in the fire evacuation. 

• Dial 999 and request attendance by the Fire Service. Staff member gives their name, 

name of building, building address (as detailed above), contact number and details of 

fire. 

• ______________________________ to pick up visitors signing in book/sheet from reception 

desk. 

• Staff will commence evacuation of the building – ensuring this is done in a calm and 

orderly manner, providing assistance to those needing additional help in evacuating. 

• Separate ‘Personal emergency evacuation plans (PEEPs)’ are in place for staff and 

known visitors with additional needs as well as ‘General emergency evacuation plans 

(GEEPs)’ for members of public who may visit the building. Both these will be 

implemented as appropriate (i.e. depending on whether any person subject to a plan is 

present on site). 

• Staff to sweep building to ensure all areas are clear (including back areas) if safe to do 

so and ensure all doors are closed on the way out. 

• If safe to do, electrical mains and gas supplies should be switched off before leaving 

the building. The locations of these are detailed below. 

• ______________________________ to ensure nobody re-enters the building until confirmed 

safe to do so by the Fire Service. 

• Meet at assembly point and check all contractors and staff members are accounted for. 

• ______________________________ to liaise with Fire Service upon their arrival. 

 

Escape Routes 

The escape routes from the building are:  

(detail designated fire escape routes)  

1. 

2. 

3. 

Fire Assembly point 

The assembly point is: 
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Fighting fires – Extinguisher use 

Personal safety always takes priority and, if in any doubt, staff should not attempt to 

extinguish a fire. 

Fire extinguishers will only be used where: 

• Staff have received training and feel confident in their use, and 

• Where it is deemed safe to do so (ie. There is a clear means of escape; fire is small). 

 

Location of key safety hazards / fire related equipment 

Gas supply shut off:  

Mains fuse box:  

Mains water inlet:  

Gas / O2 cylinders:  

Location of fire alarm panel:  

 

Number of staff needed to carry out evacuation plan 

• To implement the evacuation plan, __________ number of trained staff are needed on 

duty. 

• Between __________:__________ and __________:__________ (time) and/or 

• On weekends and/or 

• During special events 

                                                                    __________ staff need to be on duty at all times. 

 

Equipment needed to effect the emergency plan 

This will vary depending on the site and fire measures in place but could include:  

Mobile phone, two-way radio, torches, hi-visibility tabards, evacuation chairs etc.  

Detail those for your site: 
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Variations to plan 

Detail instances where there may be variations to normal working arrangements e.g. late 

opening, events, lone working etc. and what alternative measures would be needed. If 

variations to normal activities are such that the plan does not adequately cover these 

activities, then consider whether a separate evacuation plan is needed in these instances. 

 

 

Back-up arrangements 

Detail back up arrangements in the event of fire alarm failure or staff absence, etc. 

 

Responsibilities 

For ensuring the plan is up to date: 

(usually the premises manager) 

 

For ensuring adequate staff are on duty to 

carry out the evacuation plan: 

 

For training staff on the evacuation plan 

and in their roles & responsibilities: 

 

 

  



 

Adopted at F/C Meeting on 17th April 2025 (Min. 7(a))  Page 18 of 23 

Annexure 5: Emergency Evacuation Assessment 

Why this form is important: 

The Health and Safety at Work Act 1974, the Management of Health & Safety at Work 

Regulations 1999 and the Disability Discrimination Act 1995, place duties on the Council to 

implement effective arrangements for access and emergency evacuation for employees and 

visitors. This form should be completed for every member of staff and any other regular user 

of the Council’s facilities so that any particular needs a relevant person may have to enable 

them to safely evacuate the building can be established. 

** This form is confidential ** 

Employee name:  

Job Title:  

Department:  Location:  

Description of Duties: 

Date completed:  

 

A: Normal Place of Work 

Building 1 Building 2 Building 3 

   

 

B: Evacuation Details 

1. If your work takes you to different buildings other than where you are based, please 

describe these areas. 
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 YES NO 

2. Would it help you if you were to be provided with a written emergency 

evacuation procedure? 

  

3. Do you require the emergency evacuation procedures to be provided in an 

alternative format e.g. BSL, Braille, tape, large print etc? 

  

4. Do you have any problems reading and identifying the signs that mark the 

emergency exits and evacuation routes to the emergency exits? 

  

5. Do you have any problems hearing the fire alarm(s) provided in your 

place(s) of work? 

  

6. Would you experience any problems raising the alarm if you discovered a 

fire? 

  

7. Is anyone designated to assist you to get out in an emergency?   

8. Are you likely to experience difficulties independently traveling to the 

nearest emergency exit for a safe and timely evacuation? 

  

9. Do you find the stairs difficult to use?   

10. Are you dependent on a wheelchair for mobility?   

11. If you use a wheelchair, would you have problems being able to transfer 

from your wheelchair without assistance? 

  

12. General Comments (to include any relevant information not already identified above) 

 

If you have ticked “YES” to any of the above then a Personal Emergency Evacuation 

Plan should also be completed. 
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Annexure 6: Personal Emergency Evacuation Plan (PEEP) 

Please note - A PEEP should consider all buildings/areas the individual commonly works in, 

visits or uses and therefore it may be necessary to complete a separate PEEP for each area. 

   

PEEP for:  

Contact Details:  

Building/area PEEP 

applicable to: 

 

 

 

Impact of disability on emergency evacuation 

How may the individual’s disability (e.g. mobility, hearing, sight, communication etc) impact 

on their safe evacuation?  

 

What assistance is required? 

Detail the type of support the individual will need to evacuate safely. Consider: 

• Will they need specific arrangements to alert them of an emergency? 

• Will they need people or equipment to assist their evacuation? 

• Will they require to evacuate using a specific route? 
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Who is providing assistance? 

Identify those people who will provide assistance and the nature of the assistance. 

You should identify both the primary assistant and those who will provide back-up cover 

during absence e.g. holiday, sickness etc.   

An adequate number will be required to ensure assistance is available at all times. 

Name #1 Nature of assistance Contact details 

Name #2 Nature of assistance Contact details 

Name #3 Nature of assistance Contact details 

Name #4 Nature of assistance Contact details 

Equipment 

What equipment will be provided to assist with the evacuation and who is responsible for 

maintaining this? 
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Evacuation Procedure and route 

Detail the evacuation procedure including safe routes to be taken, beginning from when 

the alarm first sounds. 

 

 

Agreement of the PEEP arrangements 

 Name Signature Date 

PEEP owner (the 

individual): 

   

PEEP assessor:    

Assistants:    

 

If it is necessary to share this information, ensure the consent of the individual 

concerned is obtained. 
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Annexure 7: Visitor Register 

TAFLEN MEWNGOFNODI YMWELWYR /  

VISITOR SIGN IN SHEET 
Dyddiad / 

Date 

Enw / Name Diben yr ymweliad /  

Purpose of visit 

Amser /  

Time IN 

Amser Allan / 

Time OUT 

Llofnod / 

Signature 

      

      

      

      

      

      

      

      

 


