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SECTION A

GENERAL STATEMENT OF POLICY

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees and to provide such information, training and supervision as they need for this purpose.  We also accept responsibility for the health and safety of other people who may be affected by our work activities.  This policy applies to all employees of the Council, Town Councillors, Tenants of the Manor House and other contractors providing services to the Town Council or its premises and amenities which includes the Community Centre and Norfolk Road Playing Field Pavilion.

The allocation of duties for safety matters and the particular arrangements that we will make to implement the policy are set out below.

This policy will be kept up to date.  To ensure this, the policy and the way in which it has operated will be reviewed every year and a record is shown at the end of this document.

Signed

Jill Jones



Date:  April 2003
Clerk to the Council

COMMUNICATION
The Council regards communication between staff and councillors part of health and safety management.  Consultation on health and safety matters will be facilitated by a series of means at which relevant issues are discussed:

SYMBOL 183 \f "Symbol" \s 12 \h
regular Manor House Working Party meetings between the Town Clerk and appointed Councillors
SYMBOL 183 \f "Symbol" \s 12 \h
regular communication between the Town Clerk and the Seth Ward Centre Manager
SYMBOL 183 \f "Symbol" \s 12 \h
regular liaison with Buntingford & District Sports Association Committee and Town Council representative(s) with respect to the Pavilion, Norfolk Road Playing Field

Co-operation between staff and councillors at all levels is essential.  All staff are expected to co-operate and accept their duties under this safety policy. Disciplinary action may be taken against any employee who fails to follow safety rules or carry out duties under this policy.

RESPONSIBILITIES
1.
Overall and final responsibility for health and safety matters within the Town Council and staff lies with the Town Clerk.

2.
The Town Clerk is responsible for this policy being carried out at the Manor House, other associated premises and amenities.  The Assistant Town Clerk will be responsible as his/her deputy.

3.
The following are responsible for safety in particular areas:

Buntingford Town

storage of materials within the outside storage 



Council Gardener

facilities at the Manor House

Buntingford Seth Ward
 
adherence to safety policy at Community Centre 


    Community Centre Manager

Buntingford & District

adherence to safety policy at Norfolk Road Playing Field 
        Sports Assoc. Comm.
Pavilion


Town Clerk 


risk assessments

4.
All employees, councillors and contractors have the responsibility to co-operate with the Town Clerk and his/her deputy to achieve a healthy and safe workplace and to take reasonable care of themselves and others.

5.
An employee, councillor, tenant or user of council facilities who notices a health or safety problem which she/he is not able to put right, must tell the appropriate person named above.  Details will be recorded in a log book located at the Town Clerk's Office.

6.
Other people responsible for:

Safety training

SYMBOL 183 \f "Symbol" \s 12 \h
Manor House



Town Clerk
SYMBOL 183 \f "Symbol" \s 12 \h
Seth Ward Community Centre
Centre Manager

SYMBOL 183 \f "Symbol" \s 12 \h
Pavilion



B&D Sports Association Committee
Monitoring maintenance of equipment

SYMBOL 183 \f "Symbol" \s 12 \h
Manor House



Town Clerk
SYMBOL 183 \f "Symbol" \s 12 \h
Seth Ward Community Centre
Centre Manager
SYMBOL 183 \f "Symbol" \s 12 \h
Pavilion



B&DSA Committee

Investigating accidents



Town Clerk
SECTION B

GENERAL ARRANGEMENTS

Local Health & Safety Executive:

East Hertfordshire District Council








Wallfields








Pegs Lane








Hertford SG13 8EQ







01279 655261

Contact(s):



Environmental Health
Accidents

1.
Manor House
The qualified first-aider / appointed persons for the Manor House and its grounds are the Town Clerk and the Assistant Town Clerk

The first-aid boxes are located in the Town Clerk's Office and the Gardener's shed.  A list of telephone numbers of doctors and hospitals, available to the Manor House staff and tenants, is kept in the Town Clerk's Office.  The first-aid boxes will be maintained by the Town Clerk who will ensure that they are adequately stocked at all times.

All accidents and hazardous incidents must be entered in the accident report book which is kept in the Town Clerk's Office and reported to the Town Clerk who will decide whether the accident or incident should be reported to the Health and Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.  Forms for this purpose are kept in the Town Clerk's Office.
2.
Community Centre

The qualified first-aider / appointed persons for the Seth Ward Community Centre is the Centre Manager.  However, private hirers of the facilities will be responsible for the designation of appointed persons for the duration of their usage of the premises.
The first-aid boxes are located in the Kitchen and the Upstairs Bar, a list of telephone numbers of doctors and hospitals available in the Kiosk.  The first-aid boxes will be maintained by the Centre Manager who will ensure that they are adequately stocked at all times.

All accidents and hazardous incidents must be entered in the accident report book which is kept in the Kiosk and reported to the Centre Manager who will decide whether the accident or incident should be reported to the Health and Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.  Forms for this purpose are kept in the Town Clerk's Office.
3.
Pavilion

The individual organisations using the Pavilion will be responsible for designating qualified first-aider / appointed person(s) for the duration of their usage of the premises.
A first-aid box is located in the Kitchen and a list of telephone numbers of doctors and hospitals available in the Kitchen.  The first-aid box will be maintained by the Sports Association Committee who will ensure that it is adequately stocked at all times.

All accidents and hazardous incidents must be entered in the accident report book which is kept in the Kitchen and reported to the B&DSA Committee who will decide whether the accident or incident should be reported to the Health and Safety Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.  Forms for this purpose are kept in the Town Clerk's Office.
Display Screen Equipment
All users of display screen equipment (DSE) are given appropriate training on the health and safety aspects of this type of work.  The Town Clerk conducts an assessment of all DSE workstation used by staff.  Eye and eyesight tests are arranged on request and corrective eyewear, if required for use with DSE, is provided.  A footrest and wrist pad is provided if required by the user.

Electrical Safety
1.
Manor House

The Town Clerk is responsible for the regular visual inspections of all portable electrical equipment at the Council Offices and adjacent premises.  Records of these inspections are maintained and kept in the Town Clerk's Office.  A combined inspection and test of portable electrical equipment and the fixed supply is carried out every three years by Sheplee Electrical Contractors or other such qualified persons.  Records of these inspections and test are maintained and kept in the Town Clerk's Office.

2.
Seth Ward Community Centre

The Centre Manager is responsible for the regular visual inspections of all portable electrical equipment at the Community Centre. Records of these inspections are maintained and kept in the Town Clerk's Office.  A combined inspection and test of portable electrical equipment and the fixed supply is carried out every three years by Sheplee Electrical Contractors or other such qualified persons.  Records of these inspections and test are maintained and kept in the Town Clerk's Office.

3.
Pavilion

The B&D Sports Association is responsible for the regular visual inspections of all portable electrical equipment at the Pavilion.  Records of these inspections are maintained and kept in the Town Clerk's Office.  A combined inspection and test of portable electrical equipment and the fixed supply is carried out every three years by Sheplee Electrical Contractors or other such qualified persons.  Records of these inspections and test are maintained and kept in the Town Clerk's Office.

Fire Safety
1.
Manor House

General fire safety within the Manor House and grounds is the responsibility of the Town Clerk.

Escape routes must be free from obstruction at all times and adequately signposted.  Fire alarms and smoke detectors are tested weekly on Thursday at 0800hrs.  Fire extinguishers are inspected annually by J&M Fire Extinguishers Limited or other such qualified persons.

If a smoke detector or fire alarm sounds, members of staff should raise awareness within the Manor House, report the fire (dial 999) and evacuate the building.  Staff are only expected to tackle a fire if it poses no threat to their personal safety to do so.  Fire drills are conducted annually and a record kept in the Town Clerk's Office.

2.
Seth Ward Cummunity Centre

General fire safety within the Seth Ward Community Centre is the responsibility of the Centre Manager.

Escape routes must be free from obstruction at all times and adequately signposted.  Fire alarms and smoke detectors are tested weekly on Thursday at 0800hrs.  Fire extinguishers are inspected annually J&M Fire Extinguishers Limited or other such qualified persons.

If a smoke detector or fire alarm sounds, members of staff should raise awareness within the Centre, report the fire (dial 999) and evacuate the building.  Staff are only expected to tackle a fire if it poses no threat to their personal safety to do so.  Fire drills are conducted annually and a record kept in the Town Clerk's Office.

3.
Pavilion

General fire safety within the Pavilion is the responsibility of the B&D Sports Association Committee.

Escape routes must be free from obstruction at all times and adequately signposted. Fire extinguishers are inspected annually by J&M Fire Extinguishers Limited or other such qualified persons.

Gardeners Shed
The storage within the Gardener's Shed is the responsibility of the Buntingford Town Council Gardener.  All tools and equipment shall be stowed in the appropriate and safe manner.  No electrical equipment shall be left active when the premises are vacant.  No more than 2 (two) gallons of machine fuel shall be separately stored within the shed.

Manual Handling Operations
Where there is a risk of injury, manual handling operations must be avoided.  Where they cannot be avoided, an assessment of the task should be undertaken taking into account the load, the working environment and the capability of the individual involved.  Assistance should be requested from the Town Clerk or others within the staff.

Outdoor Operations
Those staff required to perform operations concerning outdoor amenities are expected to follow basic Road Safety procedures in reaching that amenity.  All work conducted at those amenities must be performed within to capabilities of the operative and with safe practice.  Additional help must be sought before attempting work outside the capabilities of one person.

Personal Protective Equipment
Personal protective equipment is provided in those circumstances where employees are exposed to risks to their health that cannot be controlled by other means.  Comprehensive training on its use, maintenance and purpose is provided as appropriate.  Where appropriate, the Council maintains such equipment in good working order.

Training
The Town Clerk is responsible for ensuring all staff receive adequate training to ensure safe working practices and procedures.  Training includes advice on the use and maintenance of personal protective equipment appropriate to the task concerned and emergency contingency plans.

The following tasks require special training due to their hazardous nature:

1.
Grass mowing machine - responsibility of the Gardener
2.
Disabled chair lift - responsibility of the Centre Manager
Visitors and Contractors
All contractors to the Council Offices should be referred to the Town Clerk to ensure that they are made aware of the hazards present and what precautions might be required.  

All contractors to the Seth Ward Community Centre should be referred to the Centre Manager for similar information.

All contractors to the Pavilion should be referred to the Town Clerk for similar information.

Work Equipment
1.
Manor House

All equipment provided by the Council for use in the Manor House, and adjacent premises is maintained in good working order and repair.  Where appropriate, equipment is clearly marked with health and safety warnings and staff provided with adequate protection.  Equipment maintenance is undertaken as recommended by the manufacturer.

2.
Seth Ward Community Centre

All equipment provided by the Council for use in the Seth Ward Community Centre is maintained in good working order and repair.  Where appropriate, equipment is clearly marked with health and safety warnings and staff provided with adequate protection.  Equipment maintenance is undertaken as recommended by the manufacturer.

3.
Pavilion

All equipment provided by the Council and the B&D Sports Association for use in the Pavilion is maintained in good working order and repair.  Where appropriate, equipment is clearly marked with health and safety warnings and staff provided with adequate protection.  Equipment maintenance is undertaken as recommended by the manufacturer.

Workplace Inspections
The Town Clerk conducts regular inspections of the Council premises.  A record of these inspections is kept in the Town Clerk's Office.  Staff are informed of the significant findings as soon as is reasonably practicable.

The Centre Manager conducts regular inspections of the Seth Ward Community Centre premises.  A record of these inspections is kept in the Town Clerk's Office.  Staff are informed of the significant findings as soon as is reasonably practicable.

The B&D Sports Association is responsible for regular inspections of the Pavilion.  A record of these inspections is kept in the Town Clerk's Office.  Staff are informed of the significant findings as soon as is reasonably practicable.

SECTION C
HAZARDS - RISK ASSESSMENT
MANOR HOUSE

	
	Hazard
	Risk
	Mitigation
	Actioned
	Date to be 

	
	
	h
	m
	l
	
	
	completed

	1.
	Electrical failure
	
	
	
	
	
	

	2.
	Electrical fire
	
	
	
	
	
	

	3.
	Fire
	
	
	
	
	
	

	3.1
	Extinguishers
	
	
	
	
	
	

	4.
	Office equipment
	
	
	
	
	
	

	4.1
	Display screens - eyesight
	
	
	
	
	
	

	4.2
	Large cabinets - falling
	
	
	
	
	
	

	4.3
	Laminator - burns from
	
	
	
	
	
	

	4.4
	Photocopier - burns from
	
	
	
	
	
	

	5.
	Personal injury
	
	
	
	
	
	

	5.1
	Office - assault
	
	
	
	
	
	

	5.2
	Office - minor
	
	
	
	
	
	

	5.3
	External - assault
	
	
	
	
	
	

	5.4
	External - minor
	
	
	
	
	
	

	5.5
	External - mower
	
	
	
	
	
	

	5.6
	External - litter picking
	
	
	
	
	
	

	6.
	Internal Surfaces under foot
	
	
	
	
	
	

	7.
	Kitchen 
	
	
	
	
	
	

	8.
	Corridors / Reception
	
	
	
	
	
	

	9.
	Clerk's Office
	
	
	
	
	
	

	10.
	Council Chamber
	
	
	
	
	
	

	11.
	Ground floor toilets - gents
	
	
	
	
	
	

	12.
	Ground floor Ladies
	
	
	
	
	
	

	13.
	Ground floor disabled toilet
	
	
	
	
	
	

	14.
	First Floor Ladies
	
	
	
	
	
	

	15.
	Car Park - movement of cars
	
	
	
	
	
	

	16.
	Gardeners Shed
	
	
	
	
	
	

	17.
	External areas
	
	
	
	
	
	


Works conducted since last assessment:

SETH WARD COMMUNITY CENTRE

	
	Hazard
	Risk
	Mitigation
	Actioned
	Date to be 

	
	
	h
	m
	l
	
	
	completed

	1.
	Electrical failure
	
	
	
	
	
	

	2.
	Electrical fire
	
	
	
	
	
	

	3.
	Fire
	
	
	
	
	
	

	3.1
	Fire extinguishers
	
	
	
	
	
	

	4.
	Equipment
	
	
	
	
	
	

	4.1
	Cleaning
	
	
	
	
	
	

	5.
	Personal injury
	
	
	
	
	
	

	5.1
	Staff - assault
	
	
	
	
	
	

	5.2
	Staff - minor
	
	
	
	
	
	

	6.
	Internal Surfaces under foot
	
	
	
	
	
	

	7.
	Kitchen 
	
	
	
	
	
	

	8.
	Campbell Hall
	
	
	
	
	
	

	8.1
	Stage
	
	
	
	
	
	

	9.
	Scott
	
	
	
	
	
	

	10
	Bunters
	
	
	
	
	
	

	10.1
	Bar / kitchen area
	
	
	
	
	
	

	10.2
	Tank cupboard
	
	
	
	
	
	

	11.
	Charlton
	
	
	
	
	
	

	12.
	Changing Rooms
	
	
	
	
	
	

	12.1
	Home
	
	
	
	
	
	

	12.2
	Away
	
	
	
	
	
	

	13.
	Ancillary Rooms
	
	
	
	
	
	

	13.1
	    Lobby, stairs
	
	
	
	
	
	

	
	Chairlift
	
	
	
	
	
	

	
	Toilets
	
	
	
	
	
	

	
	Boiler Room
	
	
	
	
	
	

	
	Kiosk
	
	
	
	
	
	

	
	Cupboards
	
	
	
	
	
	

	
	Side exit corridor
	
	
	
	
	
	

	
	First floor landing
	
	
	
	
	
	

	14.
	Car Park - movement of cars
	
	
	
	
	
	

	15.
	External areas
	
	
	
	
	
	


Works conducted since last assessment:

The PAVILION

	
	Hazard
	Risk
	Mitigation
	Actioned
	Date to be 

	
	
	h
	m
	l
	
	
	completed

	1.
	Electrical failure
	
	
	
	
	
	

	2.
	Electrical fire
	
	
	
	
	
	

	3.
	Fire
	
	
	
	
	
	

	3.1
	     Fire extinguishers
	
	
	
	
	
	

	4.
	Personal injury
	
	
	
	
	
	

	4.1
	Staff – assault
	
	
	
	
	
	

	4.2
	       Staff – minor
	
	
	
	
	
	

	5.
	Internal Surface under foot
	
	
	
	
	
	

	6.
	Rooms
	
	
	
	
	
	

	6.1
	     Committee Room
	
	
	
	
	
	

	6.2
	     Kitchen
	
	
	
	
	
	

	6.3
	     Front Lobby
	
	
	
	
	
	

	6.4
	     Toilet
	
	
	
	
	
	

	6.5
	     Changing Rooms
	
	
	
	
	
	

	6.6
	     Disabled toilet
	
	
	
	
	
	

	7.
	Compound
	
	
	
	
	
	

	8.
	Service Cupboard
	
	
	
	
	
	

	9.
	Car Park - movement of cars
	
	
	
	
	
	

	10.
	Pathways
	
	
	
	
	
	

	11.
	Multi-games area
	
	
	
	
	
	

	12.
	External
	
	
	
	
	
	


Since previous assessment:

Health & Safety Policy Review Logs
	Item
	Overall
	Manor House
	Comm. Centre
	Pavilion

	Policy review
	Mar. 03
	
	
	

	Risk Assessment
	
	Feb. 03
	Mar. 03
	Mar. 03

	To Resources committee
	Jun 03
	
	
	

	Actions agreed
	
	Mar 03
	Apr 03
	Apr 03

	Actions completed
	
	Mar 03
	
	

	Carried out by:
	
	
	
	


	Item
	Overall
	Manor House
	Comm. Centre
	Pavilion

	Policy review
	
	
	
	

	Risk Assessment
	
	
	
	

	To Resources committee
	
	
	
	

	Actions agreed
	
	
	
	

	Actions completed
	
	
	
	

	Carried out by:
	
	
	
	


	Item
	Overall
	Manor House
	Comm. Centre
	Pavilion

	Policy review
	
	
	
	

	Risk Assessment
	
	
	
	

	To Resources committee
	
	
	
	

	Actions agreed
	
	
	
	

	Actions completed
	
	
	
	

	Carried out by:
	
	
	
	


	Item
	Overall
	Manor House
	Comm. Centre
	Pavilion

	Policy review
	
	
	
	

	Risk Assessment
	
	
	
	

	To Resources committee
	
	
	
	

	Actions agreed
	
	
	
	

	Actions completed
	
	
	
	

	Carried out by:
	
	
	
	


	Item
	Overall
	Manor House
	Comm. Centre
	Pavilion

	Policy review
	
	
	
	

	Risk Assessment
	
	
	
	

	To Resources committee
	
	
	
	

	Actions agreed
	
	
	
	

	Actions completed
	
	
	
	

	Carried out by:
	
	
	
	


	Item
	Overall
	Manor House
	Comm. Centre
	Pavilion

	Policy review
	
	
	
	

	Risk Assessment
	
	
	
	

	To Resources committee
	
	
	
	

	Actions agreed
	
	
	
	

	Actions completed
	
	
	
	

	Carried out by:
	
	
	
	


Health & Safety Policy Inspection Logs
	area
	date
	carried

out by
	Issues found
	Actions taken
	Date

complete

	Manor House
	
	
	
	
	

	Council offices
	
	
	
	
	

	Common areas
	
	
	
	
	

	Car park
	
	
	
	
	

	Rear garden
	
	
	
	
	

	Shed
	
	
	
	
	

	
	
	
	
	
	

	Community Centre
	
	
	
	
	

	Internal
	
	
	
	
	

	Car Park
	
	
	
	
	

	External paths
	
	
	
	
	

	Gardens
	
	
	
	
	

	
	
	
	
	
	

	Pavilion
	
	
	
	
	

	Internal
	
	
	
	
	

	Car Park
	
	
	
	
	

	External paths
	
	
	
	
	


 MANOR HOUSE - FIRE SAFETY LOGS
3 Yearly Test

	
	test
	by
	date
	comment

	1
	Full electrical
	Sheplee
	Nov 02
	following remedial work

	2
	Emergency Lighting-BS5266
	Sheplee
	Nov 02
	following additional installation


3 Yearly Test
	
	test
	by
	date
	comment

	1
	Full electrical
	Sheplee
	Nov 05
	Minor issues fixed

	2
	Emergency Lighting-BS5266
	Sheplee
	Nov 05
	no issues


3 Yearly Test
	
	test
	by
	date
	comment

	1
	Full electrical
	
	
	

	2
	Emergency Lighting-BS5266
	
	
	


3 Yearly Test
	
	test
	by
	date
	comment

	1
	Full electrical
	
	
	

	2
	Emergency Lighting-BS5266
	
	
	


3 Yearly Test
	
	test
	by
	date
	comment

	1
	Full electrical
	
	
	

	2
	Emergency Lighting-BS5266
	
	
	


3 Yearly Test
	
	test
	by
	date
	comment

	1
	Full electrical
	
	
	

	2
	Emergency Lighting-BS5266
	
	
	


3 Yearly Test
	
	test
	by
	date
	comment

	1
	Full electrical
	
	
	

	2
	Emergency Lighting-BS5266
	
	
	


MANOR HOUSE - FIRE SAFETY LOGS
Annual Test

	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	Home & Office
	Dec 02
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	3 hour test


Annual Test
	
	test
	by
	date
	comment

	1
	Fire Extinguishers
	
	
	

	2
	Emergency Evacuation
	
	
	

	3
	Fire Alarms -BS 5839
	
	
	

	4
	Emergency Lights
	
	
	3 hour test


MANOR HOUSE - FIRE SAFETY LOGS
6 Monthly Test

	
	test
	by
	date
	comment

	1
	Emergency Lighting
	Sheplee
	Dec 02
	New installation

	2
	Verbal fire instructions
	Tenants
	Sep 03
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	BTC
	Feb 06
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


6 Monthly Test
	
	test
	by
	date
	comment

	1
	Emergency Lighting 

power failure
	
	
	

	2
	Verbal fire instructions
	
	
	


MANOR HOUSE - FIRE SAFETY LOGS
Quarterly Test

	
	test
	by
	date
	comment

	1
	Fire Alarm - BS5839
	
	
	


This is covered by the weekly testing schedule - see log in Clerk's Office

MANOR HOUSE - FIRE SAFETY LOGS
Monthly Test

	
	test
	by
	date
	comment

	1
	Emergency Lighting 

   simulated power failure
	
	
	

	2
	Fire Alarm - BS5839


	
	
	covered by the weekly testing schedule 


MANOR HOUSE - FIRE SAFETY LOGS
Weekly Test

See log in Clerk's Office
MANOR HOUSE - FIRE SAFETY LOGS
Training Log

	date
	Duration
	Instructor
	Inductee
	Type of instruction

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



- 17 -


