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Introduction
This risk assessment is for the above premises and covers fire prevention, detection, containment and evacuation. It is intended to comply with the terms of the Regulatory Reform Act 2006 and any other relevant health and safety legislation. 

York Council for Voluntary Service recognises and accepts its responsibility to protect the health and safety of all visitors to Priory Street Centre (including contractors, temporary staff and members of the public) and to provide and maintain safe working conditions for all employees, volunteers and licensees. 

In addition to this general risk assessment, York CVS also conducts individual risk assessments for pregnant workers, young persons under 18, lone workers and disabled staff. There are 28 members of York CVS staff working on site at various times, including cleaning and maintenance staff. Those responsible for fire safety are named in our health and safety policy, which is reviewed annually along with this risk assessment. In accordance with North Yorkshire Fire and Rescue Service guidelines, this assessment will also be reviewed if there are significant changes that may alter or invalidate it.
York CVS provides office accommodation for 18 organisations, and those organisations are encouraged to implement their own additional fire safety policies and procedures alongside any set in place by York CVS. External organisations hiring meeting rooms are required to abide by our health and safety conditions outlined in our terms of hire.

Overview 

York CVS provides services on the premises from 9am to 5pm - Mondays to Fridays inclusive (bank and other public holidays excepted). Licensees and those hiring meeting rooms may use the premises outside those hours by arrangement, and York CVS works closely with licensees and others using the centre to ensure that risks are minimised and the terms of our licence and conditions of hire pertaining to health and safety are met.

Fire Prevention

A number of management systems designed to prevent fire are in place. 

Our caretaking and cleaning staff ensure that the workplace is kept free of rubbish and all members of York CVS staff are responsible for spotting hazards or potential hazards and reporting them. 

The York CVS Facilities Manager ensures that mains electrical flexes are run in safe places, where they will not be damaged or cause trip hazards. The use of extension leads are kept to a minimum, and all electrical supply points operate within safe limits and are not overloaded.

Licensees may not make any electrical alterations to the building without permission from York CVS under the terms of their licence agreement.

Smoking is prohibited by law in all parts of the building other than the outside designated smoking area, which is clearly signposted and away from entrance areas. The Facilities Manager and Centre Manager regularly check this area. No smoking / naked flames signs are displayed throughout the building.
No paraffin, bar electric or calor gas fires are used on the premises, and the use of candles and naked flames is only permitted in the building by express permission of the management.

A separate COSHH risk assessment is undertaken and procedures for the correct storage of flammable liquids and other combustible materials exist. All flammable material (other than paper) is stored in locked mental cupboards and access to these cupboards is limited to caretaking staff. Large quantities of paper are stored in a separate storeroom, which is locked when not in use.
All portable electrical appliances and equipment is periodically inspected and tested for compliance with The Electricity at Work Regulations (Health and Safety Act 1974). Our Facilities Manager holds records of these tests. Licensees are responsible for their own Portable Appliance Testing and must provide written evidence of such tests to York CVS. 
All upholstered furnishing is free from rips and tears and is made from fire resistant material. Our caretaker takes any damaged furniture out of service for repair.

Gas boilers are tested annually and appropriate CORGI certificates are held. 

Managers are aware of their responsibilities to their staff and volunteers, and basic fire prevention and evacuation procedures are provided to new members of staff as part of their induction. Employees receive additional information, training and supervision on health and safety matters. Fire safety training activities take place twice a year, and records of all staff training are held. 

Our premises licence determines the occupancy of public meeting rooms and it is a condition of hire that these are not exceeded. The occupancy of each room is as follows.

Main Hall 200

Denham Room 100

Clementhorpe Room 60

Foxwood Room 18 (or 36 standing without furniture)

Fishergate Room 19 (or 38 standing without furniture)
Detection of Fire

Fire action signs are located next to each call point and include emergency contact details for the fire brigade. Any person discovering a fire should activate the alarm and contact 999. During office hours it is the responsibility of reception staff to contact the emergency services.
Emergency call points are numbered and tested weekly by our Facilities Manager. All operating points (break glass units) are unobstructed. 

There is an audible fire alarm throughout the building and a visual fire alarm system in the main building, which is tested weekly, with an additional NIC certificate issued annually. A record of these tests and NIC certificate is held by reception.

Smoke detectors are in good working order and are tested in accordance with the requirements of British Standards 5839. 
Containment of Fire

Different types of fire extinguishers are provided on the premises (e.g water, carbon dioxide). Each has a specific range of use and each is located adjacent to the related fire risk. Each appliance carries its own instruction. Fire blankets are provided in certain locations and should be used for smothering fires involving flammable liquids or burning clothing. These are serviced annually (or when required) by Advance Fire Services. In addition, the caretaker and Facilities Manager conduct weekly visual checks to ensure that all fire extinguishers are in position and that pins and seals are intact.

All internal fire doors are correctly labelled and kept shut. Where door props are used to open fire doors, these are on a door-guard mechanism and batteries are replaced regularly. Self-closers on fire doors are checked by our caretaking staff to ensure they are operating correctly. 

There is no sprinkler system, and the fire alarm system is not monitored by a specialist alarm monitoring company. However, local neighbours, the police, Minster alarms, licensees and those hiring the premises hold emergency out of hours contact details for members of York CVS staff.

Fire Evacuation

Plans to evacuate the building are in place and York CVS conducts two evacuation drills each year. Practice drills are timed and buildings can be effectively evacuated in less than 3 minutes. Records are held behind reception.

Daily checks are made by caretaking staff to ensure that emergency exits are correctly signed and egress routes are free from obstruction. 

A site plan is available in public meeting rooms and detailed plans are issued to licensees, which outline the location of fire exits, call points and fire fighting equipment. Door devices on all means of escape are regularly checked to ensure they operate correctly.

There are three courtyard exits linked to the fire alarm system.

All exits lead to a place of safety.
All exits are adequately signed and escape routs are adequately lit. Emergency lighting is tested annually to BS 5266 Part 1. 
Stairs are in a good state of repair and free from tripping and slipping hazards. 

Push bar exits are always unlocked when the premises are in use. 

There are two refuge points on the upper floor for disabled people, one of which links to reception. 

The assembly point is outside the Nursery building and is signposted.

General

The Priory Street Centre Manager receives regular HSE updates and ensures that York CVS acts on any relevant legislation pertaining to fire safety.
There are no directly adjacent premises and therefore no significant risk to nearby buildings. There are no hazardous chemicals, materials or activities within Priory Street Centre that would pose unusual risks to emergency service workers.

