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Fire Safety Policy 
Introduction 

 

Buddies is committed to providing a safe environment for its staff, volunteers, guests and 

members. Part of the safety responsibility is the provision and management of fire safety 

procedures. Appropriately competent members of Buddies, paid staff and their visitors have 

a statutory responsibility in ensuring compliance with the law and complying with the fire 

safety provisions defined within this policy. 

 

Fire is recognised as a threat to the activities of Buddies. An outbreak of even a small fire 

creates risk to both life and property, damage to the environment and may compromise the 

daily undertakings of the charity. Buddies will ensure, as far as is practicable, that the risks 

associated with fire will be managed in compliance with the Fire (Scotland) Act 2005 and the 

Fire Safety (Scotland) Regulations 2006 and any other relevant legislation that may impact 

upon it. The aim of this policy, therefore, is to provide a fire safety framework which will be 

implemented to secure the safety and wellbeing of everyone within Buddies and to protect 

the club’s assets. 

 

Arrangements 

This Fire Safety Policy applies to Buddies’ premises and activities falling within them. The 

policy sets down a framework and Buddies expects its appointees to undertake their 

relevant duties. The main responsibility for statutory compliance with the Fire (Scotland) Act 

2005 is held by the Trustees with the management and supervision of the regulations 

devolved via Buddies’ paid employee/s who will ensure that the requirements of the 

Trustee’s responsibilities in respect of the undertakings needed to meet compliance with 

Fire Safety (Scotland) Regulations 2006 are met.  

 

The Fire (Scotland) Act 2005 requires each employer and person who has control of a 

relevant premise, to any extent, to carry out an assessment of the premises to identify any 

risks to the safety of relevant persons in respect of harm caused by fire and to take all 

reasonable fire safety measures to ensure the safety of the people within Buddies club and 

its premises. 

 

To allow for this statutory provision to be undertaken the employee/s of Buddies will be 

responsible for: 

 Fire warning and detection systems are maintained in accordance with the relevant 

standards. 

 Fire fighting equipment, including fixed installations, are subjects of a maintenance 

programme in accordance with the manufacturer’s guidelines. 

 Means of escape are maintained as required. 
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 Emergency lighting, escape lighting and signage are maintained and tested in 

accordance with the relevant standard. 

 Electrical installation tests are undertaken as required. 

 Ensuring that recommendations from risk assessment reviews are responded to 

diligently. 

 Ensuring that all volunteers especially and any members interested receive fire 

safety training on induction and at regular intervals thereafter. 

 Ensuring that adequate records are maintained.  

 Monitoring waste storage ensuring that it is removed regularly and not kept near to 

a source of fire ignition. 

 Liaising with Trustees, volunteers and members on all relevant matters likely to 

impact on the fire safety provision for the club premises. 

 Ensuring all fire incidents and investigated and recorded in the Fire Safety Log. 

 Ensuring that fire drills are carried out at least 4 times per year and outcome of these 

recorded in Buddies’ fire safety log. 

 Ensuring that in a situation requiring the attendance of the emergency services 

adequate information is available to prevent, as far as is reasonable practicable, their 

being exposed to risks to their health and safety. 

 Assisting in the development of appropriate arrangements for aiding the evacuation 

of learning and mobility impaired occupants. 

 Ensuring posting of appropriate warning fire signs and notices. 

 Maintaining a Fire Safety Log. This will include copies of the Fire Risk Assessment, 

Fire Action Plans, records of all tests carried out on the fire safety equipment and 

records of all fire drills and training. 

 Being familiar with all exit routes from the building and fire assembly points out with 

the building and advising others of their location.  

 Being aware that some members of Buddies will have a general lack of awareness, 

inexperience and immaturity where personal safety and understanding of 

instructions are concerned. 

 

Duties relevant to capable members of Buddies (this includes volunteers)  

Duties include, but are not limited to: 

 Observing all instructions, information and training intended to ensure fire safety. 

 Co-operating with Buddies’ paid employee/s and/or Trustees with all matters 

relevant to fire safety. 

 Not interfering with any building fabric or equipment provided in connection with 

fire safety. 

 Report any obvious defects or short-comings with Buddies’ fire safety policy. 

Visitors 

 All visitors to Buddies have to sign in or be signed into the club. The register for this 

is situated by the main entrance. 



   

 It has to be assumed by the management of Buddies that non-member visitors and 

members’ visitors will comply with Buddies fire safety policy in the event of an 

emergency. 

 

Use of External Lift 

The external stair lift (when fitted) to access and exit Buddies premises has an isolated back 

up electricity supply. In the event of an emergency the external stair lift can be operational. 

 

Refuge Area 

In the event of a fire/building evacuation all persons within Buddies’ club area will be guided 

to the refuge area. There are notices around Buddies’ club indicating where this is. 

 

Personal Emergency Evacuation Plan (PEEP) 

Where there is a requirement for assistance by any person to evacuate Buddies’ club and 

area during an emergency a PEEPs application is required. The PEEP should be discussed 

with the individual member and/or their guardian/support worker so that the necessary 

individual arrangements can be put into place in the event of an emergency. 

 

Fire Safety Training 

Statutory Requirements Regulation 20 of the Fire Safety (Scotland) Regulations 2006 

requires an employer to ensure that their employees are provided with adequate fire safety 

training. To comply with this statutory requirement the Trustees shall ensure that all 

employees receive regular fire safety training and all new employees undertake fire safety 

training as soon as is practicable after commencement of employment. The employee with 

devolved responsibilities for fire safety is responsible for ensuring that arrangements are 

made to ensure that new employees are advised on Fire Action requirements including, but 

not limited to: 

 Buddies’ Fire Safety Policy. 

 Means of escape within Buddies’ club and area. 

 Location of fire exits. 

 Location of fire fighting equipment. 

 Details relevant to the finding of the fire risk assessments and any dangerous 

substances. 

All Buddies’ staff are required to take a relevant Fire Safety Training Course and receive the 

relevant qualification for the course. This is required on a minimum 3 yearly basis. An online 

course lasts for approximately one hour and includes topics such as: general fire safety 

awareness, means of escape, fire extinguisher awareness, relevant fire safety risk 

assessments, raising the alarm and personal safety. 

 

 

Fire Safety Risk Assessment 

The main purpose of the fire safety risk assessment process is to ensure that a methodical 

and structured approach is applied to assessing the suitability and effectiveness of the fire 



   

safety provisions applicable to Buddies’ club premises and area. The Fire (Scotland) Act 2005 

places a statutory duty on each employer to carry out an assessment of the work place for 

the purpose of identifying any risks to the safety of the employees, members of Buddies and 

visitors to Buddies’ club premises and area. The Fire Safety (Scotland) Regulations 2006 

detail the arrangements that are required to meet the requirements of the Fire (Scotland) 

Act 2005 and include specific directions for: 

 Fire safety arrangements. 

 Elimination or reduction of risks from dangerous substances (ERIC). 

 Eliminate Remove Isolate Control Means for fighting fire 

 Means for giving warning in the event of fire. 

 Means of escape. 

 

Additional risk assessments must be reviewed on a regular basis and whenever material 

changes are likely to impact on the fire safety provision. Fire risk assessments will be the 

duty of the Buddies’ employee with Trustee devolved responsibility for the task. Where 

necessary a report will be produced with specific recommendations for the improvement of 

fire safety provision and the actions required within Buddies’ club and area.  

 

A copy of the fire risk assessment for Buddies’ club and area must be held within the Fire 

Safety Log storage box. 

 

Fire drills are to be carried out a minimum of twice yearly but it is accepted that these 

should not happen if there is any member present who may be adversely affected by the 

noise of the alarm. However, if a member with such issues is present in the event of an 

actual emergency the alarm will be rung regardless. 

 

Fire Action Plans 

Fire action notices are located at various points within Buddies’ club and area and these 

detail the relevant information from the fire action plans. All employees and able members 

of Buddies are required to be familiar with these notices as well as the detail within them. 

Each notice should clearly indicate the following: 

 The type of audible sounder within Buddies’ club and area. 

 The location of the assembly point. 

 Simple guidance on actions to be taken. 

 

Fire action plans need to be adapted to allow for all known hazard or risk that change and 

are likely to impact on any evacuation. The fire and rescue service when in attendance will 

need information about the isolation supply for the stair lift and the appointed person for 

Buddies will be fluent with Buddies’ Fire Safety Plans and Policies and be able to relate 

information about them when requested. The Fire Action Plan will also need to contain 

information about any Buddies’ members’ PEEPs. 

 

Dangerous Substances 



   

The impact of dangerous substances when exposed to fire can create a hostile and 

unpredictable environment. White spirit, occasionally methylated spirit and cellulose are 

kept at Buddies in small quantities for cleaning purposes, primarily of brushes and 

whiteboards. Paints, for art purposes, that are flammable (glass paints, etc.) are kept in 

small quantities. These are not available for general use and are not readily available. These 

products are kept out of reach and vision in the office. 

 

Dangerous Conditions 

It is the responsibility of employees and able members of Buddies to bring to the attention 

of the person responsible for fire safety at Buddies any dangerous conditions or hazards 

that could potentially compromise the safety of any person in the event of a fire. These 

concerns need to be acknowledged and rectified appropriately as soon as is reasonable 

practicable. 

 

Unwanted Fire Alarm Signals. 

Unwanted fire alarm signals are activations of the fire warning system that are activated by 

any effect other that fire. These signals ultimately have a negative impact on vulnerable 

members of Buddies and can encourage complacency and lack of confidence in the system. 

It is the intent of Buddies to strive towards zero tolerance of unwanted signals but without 

undermining the importance of the fire warning system. 

 

Alarm Activations and Incident Reports 

In the event of a fire or alarm activation within Buddies’ premises and area the Fire Incident 

log must be filled in. This allows for investigation to be carried out where necessary. Where 

a small fire has occurred but was subsequently extinguished without activating the fire 

alarm an incident report must be filled in. 

 

Exit Routes 

All exit routes are indicated by signage. To ensure exit routes are not compromised, no 

equipment or materials should be stored within any protected exit route or stair enclosure. 

All exits must be maintained clear and free from any obstruction and all final exit doors 

need to be easily and immediately open able from the direction of travel. The surface finish 

to wall linings within the stair enclosures and protected routes should be maintained free 

from any form of combustible wall decorations. Corridors and stairways that form part of 

escape routes should be kept clear and hazard free at all times. Items that could be a source 

of fuel or ignition should not be located within escape routes. Such items might include: 

upholstered furniture, coat racks, electrical equipment, seasonal decorations and display or 

exhibition material. 

 

Fire Warning System 

A fire warning system is designed to provide an audible alarm. The alarm can be activated 

by means of a manual alarm call point. Manual alarm call points are situated in the exit 

corridor. Where a fire is known or suspected the alarm should be raised immediately using a 

manual alarm call point. On hearing the alarm all occupants of Buddies’ club and area must 



   

evacuate the building via the front door and collect at the prescribed assembly point on the 

pavement. Those authorised with specific tasks, such as alarm investigation or PEEP 

implementation should execute their tasks. The current system does not incorporate 

warning systems to assist those with hearing impairment. 

 

Fire extinguishers/fire fighting equipment 

Fire fighting equipment is provided within fire exit routes. The extinguishers are provided 

for use by trained and competent persons but should only be used when it is safe to do so 

and the escape route from the seat of any fire is not compromised. A fire should not be 

tackled without first raising the alarm. All employees are required to familiarise themselves 

with the extinguishers provided. When any fire fighting equipment has been used or is 

deemed unsatisfactory, the Fire Safety Manager should arrange a replacement. 
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 


