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OVERVIEW  OF  THE  PREMISES :  
 
 Address of Project : …….. 
 (PHOTO) 
 
The building appears to be a typical Victorian warehouse converted to storage and 
offices, over 5 floors including a basement floor. The construction is mainly masonry 
with timber floors, with some plasterboard partitions and ceilings from the conversion 
and subdivision. A light well runs down one side of the building down to the 
Basement. There is a double door to the front about 500mm above the pavement for 
loading/storage. 
 
This Fire Risk Assessment concerns the Ground Floor which is used as a sales display 
area with occasional use for larger meetings/functions.  
 
The Unit is open plan with a kitchenette area and balanced flue boiler to the rear and 
toilets to the side. The floor area is about 20m by 7m, with a height of about 4m. 
 
 

 
 



 

There is a rear exit door leading via an open gate to a narrow rear path, however this 
is presently overgrown and blocked with rubbish, which needs to be cleared. 
 

 
 
 
 
 
 
 
 



 

There are break glass call points by both exits with a sounder on the side wall above 
the entrance to the toilets. A Fire Action Notice is provided near the entrance; 
however, the Fire-fighting extinguisher has been removed. 
 
 

 
 
 
 
INTRODUCTION TO THE RISK ASSESSMENT :  



 

 
Fire Safety Risk Assessments in small workplaces should be a straightforward, careful 
examination of what could cause a fire or make a fire more dangerous. 
 
Risk Assessments in general are an organised look at the activities and premises, with 
regard as to what could cause harm to people. This will allow you to weigh up 
whether enough precautions have been taken or whether more should be done to 
avoid harm. The important thing to decide is whether a hazard is significant and 
whether it is covered by satisfactory precautions so that the risk is acceptably low. 
 
A hazard is something with the potential to cause harm, whilst a risk is the chance 
(high or low) of that harm occurring. 
 
Significant findings or advice is highlighted in yellow in this report. 
 
THE LEGAL REQUIREMENTS :  
 
Fire Precautions legislation deals with means of detection and warning in case of fire, 
means of escape provisions, the means of fighting fires and the training of staff in 
relation to fire safety. An undertaking to assess fire risks is also required. 
 
Health & Safety legislation also covers the provision of fire precautions and includes 
the storage of flammable materials, control of flammable vapours, and control of 
sources of ignition; acceptable standards of housekeeping, safe systems of work, and 
provision of appropriate training. 
 
These legal duties require you to carry out a fire risk assessment of workplaces, 
identify significant findings (recording them if there are more than 5 employees), 
Providing and maintaining adequate fire precautions, including providing information, 
instruction and training concerning these to employees. 
 
In addition, further duties may be required. Where a person is nominated for a specific 
role under an emergency plan, employees and any trade union safety representatives 
must be consulted; other employers in the same building should also be informed of 
any significant findings and alterations to your fire precautions and a suitable means 
of contacting the emergency services must also be established. 
 
REFERENCES : 
 
Fire Precautions (Workplace) Regulations 1997 (as amended) 
Regulatory Reform (Fire Safety) Order 2005 
The Management of Health and Safety at Work Regulations 1992 (as amended) 
The Fire Precautions Act 1971         Fire Precautions – an employers guide (HM Stationers) 
HM Fire Safety Risk Assessment Guide : Small and Medium Places of Assembly 
HM Fire Safety Risk Assessment Guide : Factories and Warehouses 
HM Fire Safety Risk Assessment Guide : Offices and Shops 
Surrey County Council : Fire Risk Assessment At Work 
London Fire Brigade : Fire Risk Assessment 
 



 

THE  5  STEPS  OF  A  FIRE  RISK  ASSESSMENT 
 

STEP 1 : 
IDENTIFY THE FIRE HAZARDS 
The Fire Triangle  
A). Identify the sources of fuel 
B). Identify the sources of oxygen 
C). Identify the sources of Ignition 
 
STEP 2 : 
IDENTIFY PEOPLE AT RISK 
1). Identify people in and around the premises 
2). Identify people especially at risk 
 
STEP 3 : 
EVALUATE: REMOVE/REDUCE RISK & PROTECT 
1). Evaluate the risk of a fire occurring 
2). Evaluate the risk to people from fire 
3). Remove or reduce fire hazards 
4). Remove or reduce the risks to people 
 i).  Detection and warning 

ii).  Fire-fighting 
iii).  Escape routes 
iv).  Emergency Lighting 
v).  Signs and notices 
vi).  Maintenance 
 

STEP 4 : 
RECORD, PLAN, INFORM, INSTRUCT AND TRAIN 
1). Record significant finding and action taken 
2). Prepare an emergency plan 
3). Inform and instruct relevant people (co-operate and co-ordinate) 
4). Provide training 
 
STEP 5 : 
REVIEW  
1). Keep Assessment under review 
2). Revise where necessary 
 
 



STEP 1 : IDENTIFY THE FIRE HAZARDS 
 

The Fire Triangle : 
 

For a fire to start 3 things are required : fuel, oxygen and a source of ignition. 
 

A : FUEL  
Flammable gases, liquids & solids 

 
B : OXYGEN 

Always present in the air 
Additional sources from 

oxidising substances 

C : IGNITION SOURCE  
Hot surfaces 

Electrical equipment 
Static electricity 

Smoking/naked flames  
 
Taking steps to avoid these three coming together will reduce the chance of a fire occurring. 
 
 
 
A). Identify the sources of fuel 
Such as : flammable liquids (paints, adhesives, solvents, petrol and paraffin), 
flammable chemicals, flammable gases (LPG, acetylene), wood, paper, card, plastics, 
rubber, foam, polystyrene, furniture, textiles, packaging, waste, wall and ceiling 
coverings. 
 
- Management must ensure good housekeeping of materials.  
 
- Flammable liquids or chemicals should be identified (using a Control of Substances 
Hazardous to Health datasheet) and stored in a suitably signed non-combustible 
cupboard or container. Pyrotechnics / fireworks should not be used in these premises.  
 
- Waste must be cleared up and removed from the premises after each event. 
 
- Care must be taken with textiles, decorations and waste packaging to keep these 
away from possible ignition sources (such as electrical equipment and lighting). 
 
 
 
 



 

B). Identify the sources of oxygen 
Air is controlled by the openings and ventilation systems. Additional sources of 
oxygen can sometimes be found in cylinders or certain chemicals. 
 
Doors and windows should be kept closed when not in use. 
 
- Particular care (with reference to manufacturers or suppliers) needs to be taken if 
using gas cylinders or oxidising chemicals. 
 
 
C). Identify the sources of Ignition 
These could be : smokers matches or cigarettes, naked flames, heaters, hot processes, 
cooking, boilers, machinery, faulty electrical equipment, lighting, static electricity, 
and arson. 
 
- These premises have a “No Smoking” policy, but care needs to be taken by 
management to ensure this is adhered to. 
 
- Specialist lighting for displays and shows may introduce high temperature lamps : 
management needs to ensure these are kept apart from possible fuel sources (such as 
fabrics or decorations) and away from exit routes. 
 
- Cooking should not be undertaken in these premises except on a small scale, with 
the kitchenette used more as a Tea Point. The siting of the kitchenette should remain 
away from the exit routes. 
 
- Static electricity may be a result of handling some materials : care should be taken 
by management to ensure there is adequate fire-fighting (extinguishers) available 
should ignition occur. 
 
- Electrical appliances should be well maintained. The electrical meter cupboard 
needs to be repaired. 
 
 



 

STEP 2 : 
IDENTIFY PEOPLE AT RISK 
 
1). Identify people in and around the premises 
Employees and particularly visitors to the premises may be at risk. 
 
This Unit is mainly used on occasions for sales displays of up to 10 people, including 
staff and purchasers. The open plan layout means that any fire would become 
noticeable quickly by the occupants. 
 
 -The exit signs need to be maintained in good order and emergency lighting 
throughout is advised. 
 
When used for private promotional functions (up to 100 people), the Unit would still 
be open plan in nature and any fire readily observed. 
 
-Visitors need to be made aware of the fire exits and evacuation strategy by the 
management. 
 
2). Identify people especially at risk 
People unfamiliar with the building are placed at greater risk. People with disabilities 
may also be at greater risk, particularly as the access is via steps. Others at greater risk 
could include those who may be sensory deprived through drugs, alcohol or 
medication. When loud music is played this could disguise the fire alarm. 
 
- Staff should be trained to assist the disabled with access and evacuation.  
 
Visitors are at greater risk, particularly in parties where there may be music and 
alcohol.  
 
-Management should take care to ensure that the alarm can be heard (additional 
sounders can be introduced if necessary) and staff should be available to help in any 
evacuation as part of the emergency plan. 
 



 

STEP 3 : 
EVALUATE: REMOVE/REDUCE RISK & PROTECT 
 
1). Evaluate the risk of a fire occurring 
Fires occur from accidents (e.g. cigarettes not extinguished properly), by an act or 
omission (such as electrical equipment not being maintained or waste material not 
being cleared away), and deliberately by arson (such as setting fire to waste near the 
building). 
 
- The waste debris to the rear external path should be removed to reduce the 
likelihood of arson attack. 
 
- The “No Smoking” policy needs to be enforced. 
 
- Any specialist or lighting needs to be kept clear of fuel (textiles). 
 
- Electrical equipment and the meters need to be well maintained. 
 
 
2). Evaluate the risk to people from fire 
Smoke produced by a fire contains toxic gases and can obscure vision and create 
difficulty in breathing. Fire can spread by three methods : convection, conduction and 
radiation. 
 
Convection is the most likely cause of fire spreading and the most dangerous. As 
smoke within a building rises, it gets trapped against the ceiling, and then spreads out 
in all directions, passing through any gaps or holes. Heat trapped in the building 
causes the temperature to rise rapidly.   
 
Conduction takes place when certain materials, such as metals, absorb heat and 
transmit it to nearby rooms or adjacent materials. 
 
Radiation heats the air around the ignition source and causes nearby materials to 
absorb heat, smoulder and burn. 
 
Certain situations need careful consideration, such as : places where there may be 
large numbers of people; fires starting on lower floors interfering with single escape 
routes; fire or smoke spreading through shafts; fire spreading rapidly due to 
combustible elements of the structure or large quantities of combustible goods, or due 
to poor buildings maintenance. 
 
- The vertical Light-well could permit fires to spread quickly between floors; however, 
the layout will permit escape past this shaft in an emergency. 
 
- A fire in the basement could interfere with the main escape route : 2 door lobby 
protection to the stairwell should be maintained at each storey (except the top floor). 
 
- Buildings maintenance should be monitored and improved as necessary. 

 



 

 
3). Remove or reduce fire hazards 
Steps must be taken to remove or reduce the hazards in the following ways : 
 
i). Remove or reduce the sources of ignition : 
-  by restricting the use of naked flames,  
- by operating and enforcing a safe smoking policy, 
- by keeping sources of heat from flammable materials, 
- by maintaining and using equipment appropriately. 
 
- use fire-guards to protect from any high-temperature specialist lamps 
 
 
ii). Remove or reduce the sources of fuel : 
- by ensuring furnishings and displays are fire-retardant. 
- by reducing stocks of flammable materials and storing waste& flammable goods 
appropriately. 
 

Store flammable substances in a fire-resisting cabi net 
 
 
 

 
Special-purpose containers are                 Meta l containers are available for cloths 
available for storing flammable liquids     contami nated  with flammable solvents 
 
 
 
iii). Remove or reduce the sources of oxygen : 
Keep doors and windows that are not required for ventilation shut, particularly outside 
working hours.  
 
Ensure any oxygen cylinders are stored appropriately away from sources of ignition. 



 

4). Remove or reduce the risks to people 
i). Detection and warning 
In a simple building warning may be given verbally or by sounding an alarm; in more 
complex buildings a smoke detection and alarm system may also be needed. 
 
- In this Unit the manual break glass fire alarm call points at each exit are adequate.  
 
- When a promotional party is arranged it may be useful for the management to have 
a sounder / air-horn for use in an emergency. 
 
 
ii). Fire-fighting 
Fire fighting equipment can reduce the risk of a small fire developing into a larger 
one. 
 

 
Types of portable fire extinguishers with colour coding 
 
 

- Fire extinguishers should be made available at exits; these should be Carbon 
Dioxide extinguishers which may be used on electrical and liquid fires, and 
 Water extinguishers for use on paper and textiles. 

 
 
 
 
 
 



 

iii).  Escape routes 
Escape routes should be planned so that a person can turn away from a fire and escape 
to a place of relative safety. They should be free from obstructions and well lit. 
 
There should usually be a minimum of 2 escape routes, but a single escape route is 
acceptable if the numbers are kept to 60 people or where the travel distance to the exit 
is short. Exit doors should normally open in the direction of escape (unless numbers 
are limited to 60) and be quickly and easily openable without the use of a key.  
 
The travel distance is dependent upon the fire risk. In general, most workplaces can be 
categorised as high, normal or low risk. Examples of the type of workplace or areas 
within workplaces likely to fall within these categories are: - 
 
RISK CATEGORY 
High  Where highly flammable materials are stored or used (other than in small quantities) 

Where unsatisfactory features are present such as a lack of fire-resisting separation, 
or openings through which fire, heat and smoke can spread, or where there are large 
areas of flammable surfaces on either walls or ceilings 

long and complex escape routes  

areas where processes involve the use of naked flame, or produce excessive heat 

large kitchens in works canteens and restaurants 

refuse chambers and waste disposal areas 

areas where foamed plastics or upholstered furniture are stored 

where sleeping accommodation is provided for staff, the public or other visitors in 
significant numbers 

where care is provided and occupants have to rely upon the actions of limited 
number of staff for their evacuation or there is a high proportion of elderly, infirm or 
people with disabilities, who need assistance to escape 

where large numbers of people are present relative to the size of the premises  

Normal  Where any outbreak of fire is likely to remain confined or only spread slowly 

Where the number of people present is small and the layout of the workplace means 
they are likely to be able to escape to a place of safety without assistance 

Where the workplace has an effective automatic warning system, or automatic fire-
extinguishing, or suppression system, reducing the risk classification from high risk 

  
Low  Where there is minimal risk to people's lives and where the risk of fire occurring is 

low, or the potential for fire, heat and smoke spreading is negligible 

Other than in small workplaces, or from some rooms of low or normal fire risk, there should 
normally be alternative means of escape from all parts of the workplace. 



Escape routes and exits should be available for use and kept clear of obstruction at all times.  
Doors of 750mm width can serve up to 80 people in “high” fire risk areas and 100 people in 
areas of “normal” fire risk.  
 
-Parties should be limited to 80-100 people. 

EVACUATION TIMES & LENGTH OF ESCAPE ROUTES (travel distances) 
The aim is, from the time the fire alarm is raised, for everyone to be able to reach a place of 
relative safety, ie a storey exit, within the time available for escape. 

The time for people to reach a place of relative safety should include the time it takes them to 
react to a fire warning. This will depend on a number of factors including what they are likely 
to be doing when the alarm is raised and their knowledge of the building and the instruction 
they have received about the routine to be followed in the event of fire. 

Where more than one route is provided, the travel d istance should be limited to :  

25 metres : high-fire-risk area; 

45 metres : normal-fire-risk area; 

60 metres : low-fire-risk area. 

Where only a single escape route is provided, this is reduced to :  

12 metres : high-fire-risk area; 

18m to 25 metres : normal-fire-risk area; 

45 metres : low-fire-risk area. 

- In this Unit the fire risk is considered low for general use (when it is an empty shell) 
and “normal” for fashion shows of up to 10 people; it is considered “normal” to 
“high” when used for private parties. 
 
- The travel distance to the main entrance/exit of this Unit is about 15m, well within 
the limits for “normal” fire risks and not much over that for “high” risk areas. A 
single exit route is therefore considered acceptable in this instance.  
 
- If the rear escape route is cleared and maintained, this would greatly improve the 
overall fire safety. Until this rear exit is made good, it should not be signed up for use 
as an escape route. 
 
- The lobby and entrance doors to the Unit should be altered to open outwards if over 
60 people use the premises. 
 
iv).  Emergency Lighting 
- Because there are times that a promotional party will take place in the evening, 
emergency lighting should be provided to the toilets and over the whole of the Unit. 
 
 
 
 



 

v).  Signs and notices 
 

                               
 
Examples of exit signs with pictograms 
 
- Exit signs using pictograms should be used by the exits, suitably illuminated. 
 
 
 
 

 
 

 
 
Example of a Fire Action Notice 
 
- Fire Action Notices should be displayed by the exits providing instructions and 
actions to be taken in the event of a fire. 
 
 
 
 
 
 



vi).  Maintenance 
You need to keep the fire safety measures and equipment in effective working order. 
This includes all fixtures and fittings such as fire doors, staircases, corridors, fire 
detection and alarm systems, fire-fighting equipment, notices and emergency lighting. 
You need to carry out regular checks, periodic servicing and maintenance whatever 
the size of the workplace. Any defects should be put right as quickly as possible. 
 
A competent person should carry out the maintenance checks of fire safety 
equipment; often a specialist firm is appointed for this task. 

A record of the work carried out on such equipment and systems will help to 
demonstrate compliance with the law. 

If your premises are covered by a Fire Certificate (if over 20 people are at work on the 
Ground Floor) requirements are likely to have been imposed which cover all the 
equipment you have. Provided you have fulfilled all the requirements of your fire 
certificate, it is unlikely that you will need to do any more. However, Fire Certificates 
are being withdrawn as new Fire Safety legislation comes into effect on 1st October 
2006, basically requiring a Fire Risk Assessment to be carried out and implemented. 

 

MAINTENANCE CHECKLIST 

regularly check all fire doors and escape routes and associated lighting and signs 

regularly check all your fire-fighting equipment 

regularly check your fire detection and alarm equipment 
 

  Equipment    Period    Action     
              
  Fire detection and fire 

warning systems including 
self-contained smoke 
alarms and manually 
operated devices. 

  Weekly 
 
 
 
 
 
Annually 
 

  Check all systems for state of repair 
and operation. Repair or replace 
defective units Test operation of 
systems, self-contained alarms and 
manually operated devices. 
 
Full check and test of system by 
competent service engineer. Clean 
self-contained smoke alarms. 

  

  Emergency lighting 
equipment including self-
contained units. 

  Weekly 
 
 
Monthly 
 
 
Annually 
 

  Replace batteries as required. 
Repair or replace any defective unit. 
 
Check all systems for state of repair 
and apparent working order. 
 
Full check and test of systems and 
units by competent service engineer 

  

  Fire-fighting equipment.   Weekly 
 
 
Annually 

  Check all extinguishers for correct 
working order. 
 
Full check and test by competent 
service engineer. 

  

 



 

STEP 4 : 
RECORD, PLAN, INFORM, INSTRUCT AND TRAIN 
 
1). Record significant finding and action taken 
- The significant findings and advice on action have been highlighted at the relevant 
places throughout this assessment. 
 
2). Prepare an emergency plan 
An emergency plan should be prepared to deal with a fire situation, to ensure that 
people know what to do if there is a fire and so that the premises can be evacuated 
safely. If more than five people are employed, the emergency plan needs to be 
recorded (i.e. be in writing). 
 
- An emergency plan should be compiled after the risk assessment is carried out, and 
may need the co-operation of other users in the building. 
 
3). Inform and instruct relevant people (co-operate and co-ordinate with others) 
Clear and relevant information and appropriate instructions need to be given to staff 
and visitors about how to prevent fires and what to do in an emergency. 
 
4). Provide training 
Adequate fire safety training should be given to staff, taking into account the fire risk 
assessment findings, the work activity and responsibilities of staff. This should be 
tested by fire drills. 
 
- In simple premises such as this Unit, this may be simply showing new staff the fire 
exits and giving basic training on what to do if there is a fire. 
 
Training should include safe storage of flammable materials, good housekeeping, 
what to do on discovering a fire, raising the alarm, alerting visitors and helping them 
evacuate, and when appropriate, the use of extinguishers. 
 



STEP 5 : 
REVIEW  
 
1). Keep Assessment under review 
You should constantly monitor what you are doing to ensure that the Fire Risk 
Assessment is still relevant and to assess how well the risks are being controlled. 
 
Reasons for reviewing the Assessment include : 
 

changes to work activities 
 
alterations to the building layout 

 
significant changes to furniture and fittings 

 
changes to stock 

 
increases in the number of people frequenting the premises 

 
the presence of people with particular disabilities 

 



 

APPENDIX A:  
EXISTING  FIRE  PRECAUTIONS  PLANS 

 
 
 
 
 

  

 
 



 

APPENDIX  B : 
 
PROPOSED  FIRE  PRECAUTIONS  PLANS (A)  
(removing non-maintained rear exit) 
 
 

 

 

  

  



 

APPENDIX C :  
 
PROPOSED  FIRE  PRECAUTIONS  PLANS (B) 
(maintaining rear exit route) 
 

 
 

  

 
 


