
Introduction
Fire Safety Risk Assessment
This template is intended to assist the responsible person of a small non-domestic premises to carry out the fire safety risk safety assessment. 
It is suitable for use in small non-domestic premises as set out in Annex A. 
The enclosed information follows a simple 5 step guide to completing a suitable assessment. The fire safety risk assessment does not need to be complicated; it should be a common-sense review to identify the hazards (what could start a fire and what could burn), followed by consideration of the possible effects of a fire on people using the building. The important thing is that the fire safety risk assessment is systematic to ensure that every part of the premises is assessed. Every room, space, or area, especially those not often used, should be included.

The 5 Step Guide to Fire Safety Risk Assessment

1
Identify the fire hazards. 

2
Identify people at risk.

3
Evaluate, remove, reduce, and protect from risk.

4
Record, plan, inform, instruct, and train.

5
Review
If you identify any significant risks, you should consider if they can be reduced: first by removing the hazards and secondly by providing fire protection measures (e.g. automatic fire detection).

Your fire safety risk assessment must be kept up to date. It is important to update the assessment if anything is changed that might affect the risk (e.g. new ignition sources or use of flammable liquids etc.). If you identify that either the likelihood of a fire occurring or there is a risk to people, you may want to consider seeking further assistance.

Emergency Plan

The findings of the fire safety risk assessment should be used to prepare an emergency plan. The plan should set out, what to do in case of fire, identify the escape routes, where to assemble and how to contact the Fire and Rescue Service. 
	FIRE SAFETY RISK ASSESSMENT

	
	

	DETAILS

	
	

	
	

	Premises Name:
	RSPB Pulborough Brooks 

	
	

	Address:
	Uppertons Barn, Wiggonholt, Pulborough, RH20 2EL

	
	

	
	

	
	

	
	

	
	

	Responsible Person:
	Jennifer Webster 

	
	

	Position:
	Senior Administrator  

	
	

	Date of Assessment:
	01/02/2024

	
	

	Carried out by:
	Jennifer Webster

	
	

	Position:
	Senior Administrator 

	
	

	Use and description of the Premises:
	The premises is used as a visitor centre.  Within the centre we have a Shop, café, office, toilets, and a classroom. 
The office is located on the 1st floor with only one access down a single staircase direct to a final exit. The rest of the building has 5 additional exits.
Workshop on separate site.  We also have a welcome hut located at the front.

	
	

	
	

	
	

	
	

	
	

	OCCUPANCY

	
	

	Times in Use:
	Weekdays:
	09:00-17:15
	Weekends:
	9:00-17:15 

	
	

	Total Numbers of Staff:
	Weekdays:
	12 plus
	Weekends:
	8 plus

	
	

	Number of People identified as being especially at risk:
	Weekdays:
	
	Weekends:
	

	
	

	Total of all Persons Present:
	Weekdays:
	
	Weekends:
	

	
	

	SIZE

	
	

	Total Size of Premises occupied by RSPB (M2):
	345 M2

	
	

	Ground and/or first floor occupied by RSPB:
	N/A

	
	

	Basement occupied by RSPB:
	0


	Step 1 – Identify Fire Hazards (Sources of Ignition)

	
	
	
	

	Type
	Location
	Are existing control measures suitable?

	Naked Flames
	Throughout building 
	
	YES
	
	NO
	

	Supporting evidence:  We have a LPG gas oven in the café which is serviced yearly. (Last checked 30/5/2023.)  No smoking policy on site. 

	Portable Heaters and Heating Equipment 
	Throughout building 
	
	YES
	
	NO
	

	Supporting evidence:  Storage heaters, underfloor heating, electric heater in office and additional portable heaters.  Electric boiler in loft for hot water requires for service.    

	Electrical Equipment
	Throughout building 

	
	YES
	
	NO
	

	Supporting evidence: PAT testing is carried out yearly. Last tested 6/11/23.

	Cooking Equipment
	Kitchen and office
	
	YES
	
	NO
	

	Supporting evidence: Fire extinguishers and fire blankets are provided.  Staff are trained and wear fire retardant clothing.  
Good housekeeping- kitchen kept clear through out day.  Storage of flammables cleaning materials, cooking oils in storeroom.  
LPG gas cylinders sited outdoors in locked cage. Warning signage in place.  
Extractor system used with gas cooker and automatically linked; extractor system cleaned once a year. Last serviced- Nov 2023 

	Work Process Risk(s)
	Workshop area only
	
	YES
	
	NO
	

	Supporting evidence: Abrasive wheel and storage of petrol within workshop. All processes RA and managed in accordance with RSPB code of practice. 

	Arson
	Building exterior 
	
	YES
	
	NO
	

	Supporting evidence: Compound area for waste (may need to think about securing this with closing the gate at night) No history of Arson, remote reserve.  Greenroom and containers locked and padlocked.

	Smoking Materials
	Through out building 
	
	YES
	
	NO
	

	Supporting evidence: No smoking policy throughout building.  Smoking area in compound.

	Other Sources

(Including Contractors)
	Skip located at workshop.
	
	YES
	
	NO
	

	Supporting evidence: In different location to Visitor Centre and collected regularly.  Also locked when not in use.

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below: -
	

	
	What needs to be done to make each situation safe?
	Action required by whom
	Date

due
	Date

complete
	

	
	· Electric hot water boiler requires servicing
	Senior Administrator
	
	
	

	
	· 
	
	
	
	

	
	· 
	
	
	
	


	Step 1 – Identify Fire Hazards (Sources of Fuel and Oxygen)

	
	
	
	

	Type
	Location
	Are existing control measures suitable?

	Wood / Paper /Cardboard
	Throughout office and building.
	
	YES

	
	NO
	

	Supporting evidence: Bins are emptied within office daily.  Waste and recycling collected every Monday.  Wooden palettes get collected but may need to think about them being collected more often but are stored in compound away from the building. 

	Plastics / Rubber / Foam 
	Some items, products within shop, café and education.
	
	YES
	
	NO
	

	Supporting evidence: items are away from any heaters etc good housekeeping.

	Retail Stock 
	Shop, small retail office, shed and outside containers.
	
	YES
	
	NO
	

	Supporting evidence:  No items left on the floor in small retail office. Shed and containers outside away from main building.

	Furniture and Fixings 

(Curtains, blinds etc)
	Office and classroom.
	
	YES
	
	NO
	

	Supporting evidence: Only upholstered furniture are the chairs and are in good condition.  

	Flammable Material
(gases / liquids / paints / thinners / glues)
	Workshop/kitchen
	
	YES
	
	NO
	

	Supporting evidence: Any chemicals are locked away in workshop in accordance with RSPB code of practice.  Gas bottles locked in outside cage.  
Any cleaning products are stored away in a cupboard.  
Paint stored in locked cabinet at workshop.  
Kitchen products currently in open unit under the sink may need to re assess.    

	Display Materials or Decorations
	Shop 

	
	YES
	
	NO
	

	Supporting evidence: No naked flames including candles allowed. All materials purchased under the RSPB purchasing process.

	Waste Materials

(Refuse, packaging)
	Throughout building 
	
	YES
	
	NO
	

	Supporting evidence: All refuge removed from centre daily and waste bins collected once a week by Horsham District Council.

	Building Structure
	Throughout building 
	
	YES
	
	NO
	

	Supporting evidence:  Fire doors are not fire asserted have gaps between seals allowing smoke and fire to get through.  Currently being assessed. Fire Door top of stairs requires attention. 
Main entrance door/ final exit from staircase requires method to open from inside without a key

Means of escape from first floor to final exit shall be maintained to 30-minute fire protection. Doors entering the retail area from the front lobby and top of the stairs are maintained as fire doors. The glazing within the front lobby doors and above the doors is marked with the PYROC CET BS 476 Pt 22. Staircase under boarded with plasterboard and skimmed. 
Compartmentation required within the electrical room adjacent toilets. Gap within plasterboard ceiling above electrical consumer board. 



	Oxygen Supplies

(Air conditioning units / bottles / piped supply)
	1st Floor Office
	
	YES
	
	NO
	

	Supporting evidence: Air conditions unit service every 6 months.  Last serviced: Jan 2024

	

	
	If you have answered NO to any question above complete the details below: -
	

	
	What needs to be done to make each situation safe?
	Action required by whom
	Date

due
	Date

complete
	

	
	· All fire doors to be made fire asserted.  
	Senior Administrator
	
	
	

	
	· Compartmentation within electrical consumer room should be maintained. 
	Senior Administrator
	
	
	

	
	· Fire Door top of stairs requires attention to close into the rebate.
	Senior Administrator
	
	
	

	
	· Main entrance door/ final exit from staircase requires method to open from inside without a key.
	Senior Administrator
	
	
	

	

	Step 2 – Identifying People at Risk

	


	Type
	Findings

	a) Familiarity Risk:
People who may be new to the premises and not familiar to its layout, seasonal workers, contractors, visitors or customers
	New staff to receive appropriate site familiarisation training.  
Fire awareness iLearn training. 10 staff have completed Fire Warden iLearn training 
All PPE is given where required.

Making sure all staff and volunteers are signing in/out.  
Making sure signage is clear and visible.

	b) Lone Workers/ People Working in Isolation / Others
	Lone working policy in accordance with local procedures and RSPB code of practice.
Buddying up, writing on the lone working board in the office of location and contact number.  Duty manager to make sure those have returned at the end of the day.

	c) Vulnerable people- disabilities 
	None known at present. 


	


	Additional Information:




	Step 3 ~ Evaluate, Remove, Reduce and Protect From Risk

	
	
	
	

	Are ignition sources controlled to reduce the chances of fire?
	YES
	
	NO
	

	Supporting evidence: Kitchen cooker turned off at wall point. Only trained staff to use cooker. 
	

	Are combustible materials kept away from ignition sources?
	YES
	
	NO
	

	Supporting evidence: Good housekeeping. Additional electric heaters appropriately managed, not left on and unattended. 

	Are all windows and openings closed last thing at night?
	YES
	
	NO
	

	Supporting evidence: Duty manager checks all windows and doors are closed in locking up procedure.

	Is your fire alarm system adequate for your premises? 
	YES
	
	NO
	

	Supporting evidence: tested weekly and serviced every 6 months. Smoke detectors in all open areas including within loft storage area. Heat detector within kitchen area. Dorgards check as part of weekly and 6 monthly checks. One Dorgard on door into retail storer not working, awaiting repair (06/02/24)
Recommend the installation of second smoke detector in retail area underneath first floor area. At present there is one in the centre, a second one should be considered to divide the area into two. This is due to the fixtures and fittings that the RSPB has installed in the area.   

	Will everybody be warned if the fire alarm operates?
	YES
	
	NO
	

	Supporting evidence: Audibility check completed when testing FA. No beacon installed within building. 

	Can everyone escape without assistance?
	YES
	
	NO
	

	Supporting evidence: staff can but may need to review anyone that may need assistant. Fire warden’s to sweep building on Fire Alarm activation.

	Is escape from fire available in more than one direction?
	YES
	
	NO
	

	Supporting evidence: Multiple exits around the ground floor of building. Single exit from main office on first floor. Travel distance from corner of upstairs office to final exit- 15 metres. Low to normal fire risk requires 18-25 metres. Staircase leads direct to final exit of building. 

	Are all fire exits easily identified by the correct signs?
	YES
	
	NO
	

	Supporting evidence: Review of signage is required.

	Are escape routes free from obstruction and storage?
	YES
	
	NO
	

	Supporting evidence: communication between staff to keep corridors and stairs clear. Priority to maintain sterile area on staircase leading from office.  

	Are all doors on escape routes easily opened without a key?
	YES
	
	NO
	

	Supporting evidence: main front doors need to be unlocked when staff are in building before opened to the public. Alternate escape routes are available throughout ground floor. Main front doors require no key exit particularly for use out of hours. 

	Do all doors on escape routes open in the direction of escape?
	YES
	
	NO
	

	Supporting evidence: classroom door opens inwards. Controlled exit point due to RSPB staff being present when occupied by students. Door due for review in the next month (Feb)  

	Can everyone escape in a reasonable time?
	YES
	
	NO
	

	Supporting evidence: short travel distant to nearest exit. Maximum distance to final exit: 15 metres from 1st floor office to final exit and 15 metres from education room to final exit. 

	Do you have emergency lighting?
	YES
	
	NO
	

	Supporting evidence: Emergency lighting is required in the kitchen/ larder area. This is serviced every 6 months, lasted serviced 05/23. 

Review emergency lighting on exterior of building. 

	Is the lighting adequate to illuminate circulation routes?
	YES
	
	NO
	

	Supporting evidence: 

	Do you have firefighting equipment?
	YES
	
	NO
	

	Supporting evidence: Extinguishers available for all risks throughout the building. Tested by Churches, lasted tested 11/23

	Is the firefighting equipment adequate for the risks present?
	YES
	
	NO
	

	Supporting evidence: relevant extinguishers provided according to risk

	Are housekeeping and general waste management adequate?
	YES
	
	NO
	

	Supporting evidence: Ellis cleaners carry out a daily cleaning service

	Are security arrangements sufficient to prevent access?
	YES
	
	NO
	

	Supporting evidence: padlock and alarm system in place. Duty Manager completes security check before departing.  

	Are measures adequate to prevent the incidents of arson?
	YES
	
	NO
	

	Supporting evidence: cars are parked away from the building and bins secure in compound

	Are there any large open roof spaces or concealed ceiling voids?
	YES
	
	NO
	

	Supporting evidence: open roof space for storage. Smoke detection and emergency lighting installed within loft space. 

	Could a fire in your premise spread to another?
	YES
	
	NO
	

	Supporting evidence: no other building close by 

	Can the fire service easily get to your premises?
	YES
	
	NO
	

	Supporting evidence: various access routes and what3words
	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below: -
	

	
	What needs to be done to make each situation safe?
	Action required by whom
	Date

due
	Date

complete
	

	
	· Review of emergency lighting in the kitchen area particularly around rear of Kitchen and larder area.
	Senior Administrator
	
	
	

	
	· Review of emergency lighting on the exterior of the building 
	Senior Administrator
	
	
	

	
	· Review of Emergency exit signage is required across downstairs, from retail and café area.
	Senior Administrator
	
	
	

	
	· One Dorgard on door into retail storer not working, awaiting repair
	Senior Administrator
	
	
	

	
	· Recommend the installation of second smoke detector in retail area underneath first floor area. At present there is one in the centre, a second one should be considered to divide the area into two. This is due to the fixtures and fittings that the RSPB has installed in the area.   
	Senior Administrator
	
	
	

	Step 4 ~ Record, Plan, Inform, Instruct and Train

	
	
	
	

	You must record your fire safety arrangements – this includes:

	
	
	
	

	Have you made an emergency plan?
	YES
	
	NO
	

	Supporting evidence: on notice board in office 

	Have you provided fire instruction and staff training?
	YES
	
	NO
	

	Supporting evidence: Fire awareness and fire warden iLearn training provided

	Are there records of fire drills to test your training and emergency plan?
	YES
	
	NO
	

	Supporting evidence: Drills are recorded. Last drill completed 03/24- no issues.

	Are there records of maintenance on all fire safety measures?
	YES
	
	NO
	

	Supporting evidence: certificates for FA, EM, extinguishers from Churches fire on S drive. Gas safety, electrical non- mobile, PAT testing 

	Have you recorded the significant findings of this assessment on Page 9?
	YES
	
	NO
	

	
	
	
	
	
	
	

	
	If you have answered NO to any question above complete the details below: -
	

	
	What needs to be done to make each situation safe?
	Action required by whom
	Date

due
	Date

complete
	

	
	· 
	
	
	
	

	

	Step 5 ~ Review
	
	

	
	
	
	

	Your fire safety risk assessment must be kept up to date
	

	
	
	
	
	
	
	

	Date of next review

It is recommended that you review your fire safety risk assessment regularly (recommended every 12 months) OR if you make changes to the layout of your premises, any changes to work processes, significantly increase the amount of combustible materials stored or displayed or sources of ignition, change your opening hours (e.g. to include night time opening etc) or any failures in your fire safety precautions then you should review your fire safety risk assessment.  
	06/    02    / 2025
	

	
	
	

	
	
	


FIRE SAFETY ACTION PLAN

	Each item should be allocated a priority as follows: -

	Priority High:
	Needs attention immediately

	Priority Medium:
	Needs attention within 1 month

	Priority Low:
	Needs attention within the next 6 months               


	Ref:
	Action

Required
	Priority
	Action by

Whom
	Completion

Date

	
	Making all fire doors fire asserted. 
	H
	Senior Administrator
	Ongoing.

	
	Main entrance door/ final exit from staircase requires method to open from inside without a key.
	H
	Senior Administrator
	Completed.

18th March 2024

	
	One Dorgard on door into retail storer not working, awaiting repair
	H
	Senior Administrator
	Continuous issue.  Churches fire have come out numerous times.

	
	Fire Door top of stairs requires attention to close into the rebate.
	M
	Senior Administrator
	This requires a brand-new door. 

	
	Review of emergency lighting in the kitchen area particularly around rear of kitchen and larder area, and exterior of building.
	M
	Senior Administrator
	Done November 2024

	
	Review of Emergency exit signage is required particularly from the retail and café. 
	M
	Senior Administrator
	

	
	Compartmentation within electrical consumer room should be maintained. 
	M
	Senior Administrator
	

	
	Recommend the installation of second smoke detector in retail area underneath first floor area. At present there is one in the centre, a second one should be considered to divide the area into two. This is due to the fixtures and fittings that the RSPB has installed in the area.   
	L
	Senior Administrator
	

	
	Communicating to staff to close compound gate
	L
	ALL
	Done.

	
	Reviewing where kitchen cleaning products are kept.
	L
	Kitchen Staff/Operations manager
	Have been moved.

	
	Electric hot water boiler requires servicing
	L
	Senior Administrator
	Brand new one was purchased in January 2025.

	
	
	
	
	

	
	
	
	

	Page
	10
	of
	10


2
2

