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Review Frequency: 

Every 2 years, or sooner following significant change or a fire‑related incident

1. Statement of Intent

This Fire Safety Management and Fire Emergency Plan sets out the arrangements in place to ensure the safety of all employees, contractors, visitors, and any other persons lawfully on the site at Mayor Street Depot in the event of fire.

The organisation is committed to:

· Preventing fires through robust fire risk assessment and effective control measures

· Providing clear and practical emergency procedures

· Ensuring the safe evacuation of all persons, including those requiring assistance

· Complying with the requirements of the Regulatory Reform (Fire Safety) Order 2005



2. Scope

This plan applies to all buildings, external working areas, and operations at Mayor Street Depot, including:

· Normal working hours (07:00 – 16:00)

· Out-of-hours activity

· Contractors, visitors, and lone workers



3. Fire Safety Responsibilities

3.1 Responsible Person

The Depot & Stores Manager is the Responsible Person under fire safety legislation and has overall accountability for fire safety management at the depot.

3.2 Incident Controller

The Incident Controller takes overall command of a fire emergency until relieved by the Fire & Rescue Service.

Incident Controller:
· Mark Treen

Responsibilities:
· Take command and coordinate the site response

· Ensure the Fire & Rescue Service is contacted

· Liaise with emergency services upon arrival

· Confirm evacuation and accountability where reasonably practicable

· Prevent re-entry to affected areas until declared safe

· Notify the Health & Safety Team following any incident

Evacuation Strategy:
The evacuation strategy for this site is simultaneous evacuation. All persons must evacuate immediately upon activation of the fire alarm without waiting for further instruction.

3.3 Trained Support Personnel

The organisation maintains a pool of staff who have received appropriate fire safety training, including Fire Warden and Assistant Fire Controller training.

These trained personnel may, where available and appropriate, support fire safety management by:

· Assisting with fire evacuation drills

· Providing management support during incidents

· Supporting post‑evacuation coordination or information gathering

The emergency evacuation process does not rely on the availability or presence of Fire Wardens or Assistant Fire Controllers. All persons are required to self‑evacuate immediately on alarm activation.



4. Fire Risk Assessment

· Fire risk assessments are undertaken and reviewed by Corporate Property Services (CPS)
· Assessments are reviewed:

· At least annually

· Following any building alteration or change in use

· After any fire or significant near miss

· The current fire risk assessment is retained on site and made available for inspection



5. Personal Emergency Evacuation Plans (PEEPs)

· Any employee who may require assistance during evacuation must inform their manager

· A Personal Emergency Evacuation Plan (PEEP) will be completed before the individual occupies the workplace

· PEEPs are reviewed annually or when circumstances change

· Line managers are responsible for ensuring arrangements are in place and communicated to relevant staff



6. Training and Fire Drills

· All employees receive fire safety training as part of their induction

· Refresher fire safety training is provided at least every 3 years

· Fire evacuation drills are conducted at least annually and recorded

· Drill outcomes and any learning points are reviewed by management and acted upon



7. Fire Detection, Systems and Maintenance

· Fire detection and alarm systems, emergency lighting, and firefighting equipment are maintained by Corporate Property Services
· Weekly fire alarm test: Security and Response

· Monthly emergency lighting tests: Depot Team

· Monthly fire door tests: Depot Team

· Monthly fire extinguisher accessibility tests: Depot Team

· Annual emergency lighting test: Corporate Property Services

· All inspections, tests, defects, and remedial actions are recorded in SharePoint and passed to the relevant department to action immediately



8. High‑Risk Activities and Areas

· High‑risk activities (e.g. hot works) are managed through a permit-to-work system

· Contractors must inform site management of any work likely to activate alarms or affect fire systems

· Areas storing flammable or hazardous substances are communicated to the Fire & Rescue Service as required



9. Visitors and Contractors

· All visitors and contractors must sign in and out of the site

· Hosts are responsible for ensuring visitors evacuate safely during an emergency

· Contractors are provided with site fire safety information prior to commencing work



10. Out‑of‑Hours Arrangements

· Any person on site outside normal working hours must evacuate immediately on alarm activation

· Fire alarms are automatically monitored and notify the Fire & Rescue Service

· Lone workers must follow site emergency procedures and report their presence where required



11. Assembly Points

Primary Assembly Point: Adjacent to the main site exit
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Secondary Assembly Points (for major incidents):

· Wellington Yard

· Queens Park Car Park



12. Fire Safety Management Structure

	Function
	Responsible Person

	Fire Risk Assessment
	Corporate Property Services

	Systems Maintenance
	Corporate Property Services

	Emergency Planning & Training
	Depot & Stores Manager




APPENDIX A – FIRE EMERGENCY QUICK GUIDE (1 PAGE)

FIRE ACTION

If you discover a fire:

· Activate the nearest fire alarm call point immediately

· Evacuate immediately via the nearest safe exit

· Proceed directly to the assembly point

On hearing the fire alarm:

· Stop work immediately

· Leave by the nearest safe exit

· Do not collect personal belongings

· Do not use firefighting equipment unless trained and it is safe to do so

· Assist visitors and anyone requiring assistance

· Remain at the assembly point until authorised to leave

Do not re‑enter the building until authorised by the Incident Controller or Fire & Rescue Service.
Incident Controller:

· Take control of the incident

· Liaise with the Fire & Rescue Service

· Confirm overall site status where reasonably practicable



Corporate Template Statement

This Fire Emergency Plan is based on immediate self‑evacuation upon activation of the fire alarm and does not rely on Fire Wardens to initiate or manage evacuation.

The organisation does, however, maintain trained Fire Wardens and Assistant Fire Controllers who may provide support during drills, incidents, or post‑evacuation activities where reasonably practicable.
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