Fire Safety Policy
for Stratford St. Mary Village Institute (2025)
1. Introduction
The Trustees of Stratford St. Mary Village Institute are committed to ensuring compliance with The Regulatory Reform (Fire Safety) Order 2005 and providing a safe environment for all hall users, including trustees, hirers, volunteers, visitors, and contractors.
This policy outlines the fire safety responsibilities, procedures, and risk mitigation measures in place to reduce fire hazards, ensure safe evacuation, and maintain compliance with fire safety regulations.
2. Fire Safety Responsibilities
Fire Safety Briefing
· Trustees will receive annual briefings which review and cover evacuation procedures, fire risk assessment updates, and equipment checks.
· Training  will be documented and reviewed annually to ensure compliance.
2.1 Trustees
Trustees are responsible for:
· Ensuring compliance with the Regulatory Reform (Fire Safety) Order 2005.
· Conducting and reviewing Fire Risk Assessments every six months.
· Maintaining and updating the Fire Safety Log Book.
· Allocating necessary funding and resources for fire safety improvements.
· Ensuring fire safety briefing is available for staff and volunteers.
Overseeing fire evacuation drills (biannually) and recording outcomes.
· Appointing a designated Fire Safety Officer to oversee compliance and updates.
2.2 Hirers
Hirers are responsible for:
· Familiarising themselves with the fire safety measures and evacuation procedures before their event.
· Keeping fire exits and evacuation routes clear at all times.
· Ensuring that all electrical equipment brought onto the premises is PAT tested and safe for use.
· Appointing a responsible person to act as a fire marshal for larger events.
· Not storing or using flammable materials or substances without prior approval.
· Signing a Fire Safety Acknowledgment Form to confirm their understanding of procedures.
2.3 Contractors & Volunteers
Contractors and volunteers must:
· Follow all fire safety guidelines when working on-site.
· Ensure that any work conducted does not create new fire hazards.
· Report any fire safety concerns immediately to the trustees.
· Provide evidence of insurance and fire safety qualifications where applicable.
3. Fire Risk Assessments
· Formal Fire Risk Assessments will be conducted every six months.
· Any fire hazards identified will be recorded in the Fire Risk Register and addressed promptly.
· Fire Risk Assessments will consider:
1. Fire detection and warning systems.
2. Emergency lighting and exit routes.
3. Safe storage of combustible materials.
4. Suitability and location of firefighting equipment.
· Major incidents, such as false alarms, near misses, or actual fire events (including any fire requiring the use of extinguishers or emergency services attendance), will trigger an immediate review.
4. Fire Detection & Prevention Measures
· Fire alarm system will be tested with full inspections annually.
· Fire extinguishers will be checked  and serviced annually by a certified professional.
· Heating and electrical systems will be regularly inspected to prevent electrical fires.
· The use of naked flames, or fireworks is strictly prohibited.
· Smoking is not permitted inside the premises.
5. Fire Evacuation Procedures
· All fire exits must be kept clear and accessible at all times.
· In the event of a fire:
1. Raise the alarm immediately.
2. Evacuate the building using the nearest fire exit.
3. Call 999 and report the fire.
4. Fire extinguishers should only be used by competent persons. 
5. Do not re-enter the building until cleared by emergency services.
· Evacuation procedures will be displayed clearly at entry points and key areas.
6. Record Keeping & Compliance
· The Fire Safety Log Book will document:
· Fire alarm and  lighting tests.
· Fire extinguisher servicing.
· Any fire safety concerns and remedial actions taken.
· Trustees will ensure that all fire safety records are maintained and made available for inspection.
7. Review & Monitoring
· This Fire Safety Policy will be reviewed annually and updated as needed.
· The Fire Risk Assessment will be updated after any major incident or significant building modifications.
· Trustees will seek structured feedback from hirers, volunteers, and emergency services through post-event surveys and annual fire safety review meetings to ensure continuous improvement. at least annually to improve fire safety measures.
Policy Review Date: 8 April  2025
This document aligns with:
· Regulatory Reform (Fire Safety) Order 2005.
· Fire Safety Risk Assessment for Small & Medium Places of Assembly (HM Government, 2005).
· Health and Safety Policy for Stratford St. Mary Village Institute.
· Fire Safety Log Book & Risk Register.
Date of Adoption: 8th April 2025
Date of next review:  April 2026
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