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Policy Statement 
 
[bookmark: _Hlk187251116]The Field Dalling and Saxlingham Villagers Hall is committed to providing a safe and healthy environment for its employees, contractors and other visitors. Part of this commitment is protecting all of these relevant persons from fire risks, which is a potential hazard in all non-domestic premises. 
 
Fire is a threat to life, property, equipment and the environment. It has the potential to disrupt business operations, which could include closures if the fire is severe. Therefore, The Field Dalling and Saxlingham Villagers Hall takes fire safety extremely seriously and recognises that it has responsibilities to protect all relevant persons from harm so far as is reasonably practicable. The Field Dalling and Saxlingham Village Hall will endeavour to control associated risks and will comply with legislation relating to fire safety, such as: 
 
· The Regulatory Reform (Fire Safety) Order (RRFSO) 2005.  
· Other health and safety legislation, such as the Health and Safety at Work, etc. Act 1974 and the Management of Health and Safety at Work Regulations 1999.  
· UK Government Guidance – fire safety risk assessment CLG Guides. 
 
Committee members and leaders of local groups / events teams and outside groups / / events teams operating within the Field Dalling and Saxlingham Villagers Hall also have duties under general health and safety legislation, specific fire safety legislation and this policy. 
 
A copy of this policy and associated procedures will be issued to all committee members, local and outside events team leaders during their induction and to other relevant persons, where applicable. The policy will be regularly reviewed to ensure it remains current, and any revisions to it will be communicated. 
 
 
 
 
Name: Julie Wiltshire 
 
Signed: Julie Wiltshire
 
Position: Committee member 
 
Date: November 2025 
 
 
 
 


Policy aims and scope 
 
This Fire Safety Policy provides a framework for The Field Dalling and Saxlingham Villagers Hall Fire safety arrangements. It also underpins the approach to fire safety management. 
 
The aim of The Field Dalling and Saxlingham Village Hall is to ensure that fires are prevented, so far as is reasonably practicable, by ensuring that there are reasonable precautions in place in and around the premises. If fires cannot be prevented, the aim is to minimise fire risks and preserve life by having robust fire safety protective measures and ensuring that all relevant persons know what actions to take in line with the emergency procedures. 
 
This policy applies to The Field Dalling and Saxlingham Villagers Hall premises, and all relevant persons (committee members, group events leaders etc.) including children, families, contractors, visitors, and others who may be at risk in the event of a fire). 
 
  
Definitions 
 
The responsible person – the Village Hall Committee is deemed the responsible person if the workplace is, to any extent, under their control.  
 
Relevant persons – any person who is or may be lawfully on the premises and any person in the immediate vicinity of the premises at risk from a fire (e.g. contractors, visitors and anyone else who could be at risk). It does not include firefighters who are carrying out their duties in relation to a function of a fire and rescue authority. 
 
Competent persons – any person who assists the responsible person in undertaking fire safety arrangements, e.g. fire preventive & protective measures. They are appointed by the responsible person, as per the requirements of article 18 of the Regulatory Reform (Fire Safety) Order 2005. They should have sufficient information / training, knowledge to carry out their role. 
 
 
 
 
Responsibilities 
  
The responsible person 
 
The Field Dalling and Saxlingham Villagers Hall has appointed a group of responsible people, as per the requirements of the Regulatory Reform (Fire Safety) Order 2005. The responsible persons have overall responsibility for fire safety within the premises. Their main duties under this legislation are to (this list is not exhaustive): 
 
· Take general fire precautions as will ensure, so far as is reasonably practicable, the safety of all users of the hall. 
· Make a suitable and sufficient assessment of the fire risks to which relevant persons are exposed. 
· Ensure the principles of prevention are applied when implementing any preventive or protective measures to eliminate, reduce or control fire risks. 
· Ensure there are appropriate fire safety arrangements in place. 
 
 
The responsible persons for The Field Dalling and Saxlingham Villagers Hall are the Committee members. 
 
[bookmark: _Hlk187254549]The day-to-day responsibilities for managing fire safety in the Village Hall have been delegated to certain committee members and Competent persons (leaders of local groups / events teams and outside groups / events teams operating within the Field Dalling and Saxlingham Villagers Hall).    
 
Fire wardens 
 
[bookmark: _Hlk187256704]The Field Dalling and Saxlingham Villagers Hall has appointed fire wardens to assist in the undertaking of fire preventive and protective measures. The leaders of local groups / events teams and outside groups / events teams operating within the Field Dalling and Saxlingham Villagers Hall are identifed as Fire Wardens.    
Fire wardens’ duties include: 
 
· Preventive (proactive) duties 
1. Conducting regular internal inspections of firefighting equipment, emergency lighting, and emergency routes and exits. 

· Protective (reactive) duties 
2. Assisting with emergency evacuations.
3. Carrying out roll calls or sweeps.
4. Tackling small fires with local firefighting equipment (if trained and does not put their safety at risk).
5. Liaising with the fire rescue service in the event of a fire.
 

Fire risk assessment (FRA) 
 
A fire risk assessment (FRA) has been completed for the premises, with the assistance of a competent person, as per the requirements of article 9 of the Regulatory Reform (Fire Safety) Order 2005. 
 
A professional fire specialist (Norfolk Fire Protection) has been appointed to carrying out the FRA, and has: 
 
· Identified the fire hazards. 
· Identified who is at risk.  
· Evaluated, removed, reduced and protected relevant persons from the risks. 
· Recorded the findings, prepared an emergency plan and will provide training. 
· Reviewed the fire risk assessment. 
 
The aim of the FRA is to identify the preventive and protective measures required to eliminate, reduce or control fire safety risks. 
 
Where dangerous substances are present in or around the premises, the FRA will include the considerations detailed in Schedule 1 (Part 1) of the Regulatory Reform (Fire Safety) Order 2005. 
 
The responsible persons will ensure that the findings of the FRA are acted upon as appropriate. 
 
The FRA will be reviewed every 5 years. Significant changes to the premises, work processes, significant committee member changes, equipment, substances, and the building layout will also trigger a review. If there is a fire incident in or around the premises, the FRA will be reviewed immediately. 
 
A hard copy of the FRA will be kept in a safe place in the Village Hall store cupboard. 
 
 
Fire safety precautions 
 
Equipment maintenance, inspection and testing 
 
All fire protective measures in and around the premises, including fire safety and electrical equipment, shall be selected, installed, modified, maintained, inspected and tested by competent persons in accordance with: 
· Relevant standards, e.g. British Standards; 
· The fire risk assessment; and 
· The manufacturer's instructions. 
 
 
Fixed and portable electrical equipment 
 
All electrical equipment will be on a planned preventive maintenance programme, and the frequency will be determined by risk assessment. 
 
All portable electrical equipment in the Village Hall will be subject to a PAT test. It will be inspected and tested every 2 years by the appointed Electrical contractor John Tait Electrical. 
[bookmark: _Hlk187256669]The fixed electrical installation and associated systems will be maintained and tested by an external competent contractor every 5 years. The company contracted to maintain and test the fixed electrical installation is John Tait Electrical and their contact details are (Tel. 07958 390149). 
 
All inspections and tests will be recorded in the Blue Maintenance folder kept in the Hall cupboard. 
 

Firefighting equipment 
 
Firefighting equipment is used to extinguish fires. The types of firefighting equipment in the premises includes fire extinguishers and fire blankets, located at 4 locations, see fire evacuation plan. 
 
 
Firefighting equipment will be inspected internally Monthly by the responsible persons team. Inspections will include the following checks: 
· It is in good condition and not damaged. 
· It is in the correct location and position. 
· It has not been discharged, and the safety pin and plastic tags are in place (fire extinguishers). 
· It has been serviced. 
· The signage is in place and correct. 

Firefighting equipment will be maintained and serviced by an external competent contractor. The company contracted to maintain and service firefighting equipment is Norfolk Fire Protection, and their contact details are 01328-621149 or 01603-551050 Matthew Clayton. 
 
All inspections and tests will be recorded in the Black Fire folder Fire Log schedule. 
 
Only those who have been trained to use firefighting equipment should tackle small manageable fires (i.e. the size of a small waste paper bin). They should never endanger themselves and others to extinguish a fire. The priority should always be to evacuate the building quickly and safely. 
 
Prior to Hall events by the respective event leader, the Fire Extinguishers should be observed and checked to confirm they are not damaged and ‘how to use’ signage is present’ 
 
All inspections will be recorded on the sheet ‘Pre-Hire / Event inspections which will located on the pin / notice board just inside the hall entrance. It should be noted that this is item 2) and 3).

Fire doors 
 
There are no official Fire Doors on the premises. The doors that separate the front vestibule / lobby are however to be kept closed at all times (they are on automatic closers) as they act as fire doors. 
 
In accordance with the FRA document prepared by Norfolk Fire Protection both leaves of the front double doors are to be unlocked (in lieu of 1 which normal practice) where more than 60 people are present in the Hall. This is to enable all people to exit quickly. 
 
Emergency lighting 
 
Emergency lighting guides relevant persons to their nearest exit. The emergency lighting around the premises is maintained (lights normally and relights after a power cut) to the main hall, front lobby / vestibule and the kitchen. The back meeting room has a non-maintained emergency fitting above the fire exit door. 
 
Emergency lighting will be tested internally Monthly by the responsible persons team. This test will comprise a flick test. Leaders of local groups / events teams and outside groups / events teams operating within the Field prior to each event will carry out inspections. 
 
Inspections will include the following checks: 
 
· The escape routes are clear, visible and unobstructed. 
· Extinguishers have the appropriate signage/labelling. 
· Extinguishers are not damaged. 
· The indicator lights are on the Emergency light fittings. 

Emergency lighting will be serviced by an external competent contractor. The company contracted to maintain and service the emergency lighting is John Tait electrical, and their contact details are 07958 390149. 
 
All inspections and flick tests will be recorded in the black fire folder Fire Log schedule and inspection / tests carried out by the contractor will be recorded in the blue folder Maintenance, both folders located in the Hall store cupboard. 

[bookmark: _Hlk212909169]Prior to Hall events by the respective event leader, the emergency lights should be observed and checked for the ‘Neon indicator lights are present on all emergency lights’ 
 
All inspections will be recorded on the sheet ‘Pre-Hire / Event inspections which will located on the pin / notice board just inside the hall entrance. It should be noted that this is item 4.


Fire safety signage 
 
Fire safety signage provides instructions to relevant persons on preventing fires or the actions to take if there is a fire. The fire safety signage around the Village Hall premises includes a fire safety and evacuation plan at the external covered entrance and a duplicate in the front lobby / vestibule, fire action notices, fire exit signs, escape route signs and fire equipment signs. The fire safety and evacuation plan will show the various fire exits, fire extinguishers, refuge point external to the building (Holt Road), it will additionally show the PV Solar system Inverter location and isolator location to aid the Fire Brigade in Isolating / locating these items upon their arrival. 

 Fire signage will be inspected Monthly by the Responsible persons team. Inspections will include the following checks: 
 
· It is clear, visible and unobstructed. 
· There is no damage or defects. 
· It is in the correct location and position. 
· It has appropriate symbols and not just writing to account for those with limited English skills. 
[bookmark: _Hlk187343526]All inspections will be recorded in the black fire folder Fire Log schedule located in the Hall store cupboard. 
 
 
Means of escape 
 
[bookmark: _Hlk187426270]If there is a fire in the premises, relevant persons need to use their nearest route and exit to escape the building. 
 
[bookmark: _Hlk212908645]All escape routes, such as corridors, and fire exits will be checked Monthly by the responsible persons team and prior to Hall events by the respective event leader (internal and external) to ensure that they are kept clear of any obstructions and combustibles and to ensure that there is nothing blocking fire exit doors from the other side. 
 
All inspections will be recorded on the sheet ‘Pre-Hire / Event inspections which will located on the pin / notice board just inside the hall entrance. It should be noted that this is item 1 ‘Escape route is clear and unobstructed’.

Smoking policy 
 
The Field Dalling and Saxlingham Villagers Hall operates a strict no smoking policy. 
 
Smoking is prohibited within the building. A sand bucket is provided outside the main entrance for extinguishing cigarettes etc safely. 
 
The PV Solar system Inverter and isolator location will be shown on the fire evacuation plan (located externally and internally) to the building to aid the Fire Brigade in Isolating / locating these items upon their arrival. 
 

 
Emergency procedures 

Fire emergency evacuation procedures and escape plans will be established and will be based on the findings of the fire risk assessment. Emergency procedures will be reviewed annually. 

 
Evacuation strategy 
 
The evacuation strategy for the hall is ‘Simultaneous Evacuation’ All people occupying the hall will be required to exit the building via the 4 Fire exits, these are shown on the fire safety / evacuation plan and comprise the main double door entrance, double door hall exit, kitchen door, and the back meeting room door. 

If a person is occupying the back store when a fire call is raised then they should exit the door in the store. This is fitted with a thumb lock and is not keyed.
In the event of a fire, people occupying the hall should exit the building at the safest exit / route, this would normally be the closest. 

The alarm call / shout to get out can be made by anyone observing the fire condition and the responsibility for ensuring everyone exits the building and to assist the relevant person / persons should be that of the ‘Fire warden’ or person in charge of the group activity. 

Tackling small fires with local firefighting equipment will be carried out by the fire warden or any person trained as long as it does not put their safety at risk.


Fire drills 
 
No fire Drills have been deemed necessary (see Norfolk Fire Protection FRA-V1.1 November 2024).  
 
 
Assembly points 
 
A clearly marked assembly point is identified on the Fire Safety evacuation plan, along with the locations of fire protective equipment. The Assembly point is Holt Road.
 
Fire action notices, and evacuation and escape plans will be displayed so that all committee members, event leaders and visitors can familiarise themselves with the emergency procedures. 
 
A notice located in the external entrance covered way is affixed to the wall to identify emergency contact numbers for liaising with the fire and rescue service. It should be understood by all users of the hall that there is no landline, therefore emergency calls must be made with fully charged mobiles. 


Electrical Charging Points

There is no facility for the charging of electric cars, bicycles or motorbikes on the premises. This activity is forbidden due to the danger caused by Lithium Ion batteries.
 
 
Fire safety training 
 
It is the responsibility of the Village Hall Committee (responsible persons) to provide fire safety training as deemed necessary by the users of the Hall.  
 
Leaders of local groups / events teams and outside groups / events teams will be provided with written guidance and necessary information to enable them to understand fire risks, mitigate the risks and actions to be taken upon discovering a fire, which will include: 
 
· The fire safety policy. 
· Who the fire wardens are and others with fire safety responsibilities. 
· The locations of the emergency routes, fire exits and assembly points. 
· The locations of fire safety equipment. 
· Emergency evacuation procedures. 
· How to use a fire extinguisher.

 
Should any group leader or committee member require specific fire safety training they are to contact Julie Wilstire and the necessary training will be arranged. It will take place at the village Hall, and a written record of attendance will be kept in the Black Fire Folder. 
 
 
Information for visitors and contractors 
 
Visitors and contractors will be notified of any particular fire risks and precautions on their arrival by the leader of the group using the Hall or the committee member supervising the work. If there is a fire in the premises, visitors and contractors need to use their nearest route and exit to escape the building.  
 
Contractors carrying out any work in or around the premises must include fire safety in their risk assessment and method statement before being permitted to proceed. If any 'hot work' is carried out, additional precautions will be required. 
 
 
Records 
 
Records will be kept of: 
 
· Fire risk assessments. 
· Fire Extinguishing equipment internal inspections.
· Fire Extinguishing equipment external services. Repairs & maintenance. 
· Any visits from the fire inspector. 
· Fire safety training and instructions given. 
 
 
Records will be kept in the black Fire Folder. 
 
 
Monitoring and review 
 
This fire safety policy will be reviewed annually. A review will also be required if there are any: 
· Significant changes within the premises. 
· Fire-related incidents or near misses. 
· Changes to fire safety legislation, standards or guidelines. 
 
Any changes to the policy will be communicated to all relevant persons (where appropriate). 
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