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KEEP YOUR SCHOOL IN BUSINESS

LEGAL

The information contained in this Handbook is for general guidance on matters of fire safety only. The application

and impact of laws can vary widely based on the specific facts involved and you are advised to seek further 

specialist advice if you are at all uncertain as to their application in relation to your business. Given the changing

nature of laws, rules and regulations, and the inherent hazards of electronic communication, there may be delays,

omissions or inaccuracies in the information contained in this Handbook.

While we have made every attempt to ensure that the information contained in this Handbook has been obtained

from reliable sources, The West Midlands Arson Task Force is not responsible for any errors or omissions, or for

the results obtained from the use of this information. All information in this Handbook is provided "as is", with 

no guarantee of completeness, accuracy, timeliness or of the results which will be obtained from the use of this

information. 

Under no circumstances will The West Midlands Arson Task Force, its related partnerships or partners, agents 

or employees thereof be liable to you or anyone else for any decision made or action taken in reliance on the 

information in this Handbook or for any consequential, special or similar damages, even if advised of the 

possibility of such damages. 

Information contained in this document is correct at time of going to publication.

© West Midlands Fire Service Creative Services 2006

Photographs © West Midlands Fire Service Photographic 2006



MAINTENANCE & TESTING/COMPLIANCE

KEEP YOUR SCHOOL IN BUSINESS

RECORDING OF TEST RESULTS

Maintenance and Testing
As part of your fire risk assessment you will need to record the results of various
tests that you are required to carry out to comply with both manufacturer’s 
requirements and various British & European Standards.

To assist you a number of test proforma can be found in the following sections:
4 Fire Instruction and Drills
4 Means of Escape
4 Hosereels
4 Emergency Lighting
4 Fire Extinguishers
4 Fire Alarms

Some of these tests and proforma are designed for use by the person responsible
for fire safety management in school. Others are for use by engineers. Each proforma
carries an indication as to whom it is designed for, but it must be borne in mind that
the relevant British and European Standards must still be adhered to.

Compliance Check Sheets
When you have finished your Fire Risk Assessment, you can use these compliance
check sheets to enable you to check you are complying with the Regulatory Reform
(Fire Safety) Order 2005 (FSO).
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COMPLIANCE CHECK

KEEP YOUR SCHOOL IN BUSINESS

REGULATORY REFORM (FIRE SAFETY) ORDER 2005 
COMPLIANCE CHECK

ARTICLE 8 - DUTY TO TAKE GENERAL FIRE PRECAUTIONS

4 Have general fire precautions been taken to ensure the safety of
staff and students?

YES NO

4 Have general fire precautions been taken to ensure the safety of
anyone who is not one of your employees?

ARTICLE 9 – RISK ASSESSMENT

4 Have a suitable and sufficient risk assessment been carried out
to identify the general fire precautions needed?

YES NO

4 If a dangerous substance is present, have the matters in Part 1
of Schedule 1 of the Order been taken into consideration when
the risk assessment was carried out?

4 Has the risk assessment been reviewed?

4 Before young people are to be employed, has a risk assessment
or review an existing one been carried out?

4 If young people are to be employed, have the matters set out in
Part 2 of Schedule 1 been taken into consideration when carrying
out or reviewing the risk assessment?

4 Have the ‘prescribed information’ of the risk assessment been
recorded? 
Note: The prescribed information is:

4 the significant findings of the assessment, including the measures
which have been or will be taken 

4 any group of persons identified by the assessment as being 
especially at risk

4 If a new activity involves a dangerous substance, has a risk
assessment and the measures identified been carried out and
implemented before the work has started?

ARTICLE 10 - PRINCIPLES OF PREVENTION TO BE APPLIED

4 Have the principles specified in Part 3 of Schedule 1 been
adhered to when implementing any preventive and protective
measures?

YES NO



COMPLIANCE CHECK

KEEP YOUR SCHOOL IN BUSINESS

REGULATORY REFORM (FIRE SAFETY) ORDER 2005 
COMPLIANCE CHECK

ARTICLE 11 - FIRE SAFETY ARRANGEMENTS

4 Have the necessary fire safety arrangements been made?

YES NO

4 Have the arrangements been recorded?

Note: They only need to record when:
4 they employ five or more employees
4 a licence is in force
4 an alterations notice is in force in

ARTICLE 12 - ELIMINATION OR REDUCTION OF RISKS FROM DANGEROUS 
SUBSTANCES

4 Has the risk from a dangerous substance either been eliminated
or reduced?

YES NO

Note: if this cannot be achieved go to next question

4 Has the risk from a dangerous substance or the use of it been
replaced with a substance or process that either eliminates or
reduces the risk?

Note: if this cannot be achieved go to next question

4 Following a risk assessment have the measures identified and
those specified in Part 4 of Schedule 1 been applied to control
and mitigate the detrimental effects of a fire?

4 Has the safe handling, storage and transport of dangerous 
substances and waste containing dangerous substances been
arranged?

4 Are any conditions for ensuring the elimination or reduction of risk
being maintained?

ARTICLE 13 - FIREFIGHTING AND FIRE DETECTION

4 Have the ‘appropriate’ firefighting equipment and fire detectors
and alarms been provided?

YES NO

Note: Appropriate is having regard to:
4 the dimensions and use of the premises
4 the equipment contained on the premises
4 the physical and chemical properties of the substances likely to be present
4 the maximum number of persons who may be present at any one time
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ARTICLE 13 - FIREFIGHTING AND FIRE DETECTION - CONTINUED

4 Is any non-automatic firefighting equipment provided easily 
accessible, simple to use and indicated by signs?

YES NO

4 Have the necessary measures for firefighting in the premises
been taken?

4 Have sufficient competent persons been nominated to implement
these firefighting measures and have they been trained and 
provided with sufficient equipment?
Note:
A person is to be regarded as competent where they have 
sufficient training and experience or knowledge and other 
qualities to enable them implement the measures.

4 Have the necessary contacts with external emergency services
been arranged with particular reference to firefighting, rescue
work, first-aid and emergency medical care?

ARTICLE 14 - EMERGENCY ROUTES AND EXITS

4 Do all routes to emergency exits and the exits themselves being
kept clear at all times?

YES NO

4 Do all emergency routes and exits lead to a place of safety?

4 In the event of danger, can everyone evacuate the premises as
quickly and as safely as possible?

4 Are the number, distribution and dimensions of emergency routes
and exits adequate?

4 Do all emergency doors open in the direction of escape?

4 Are any sliding or revolving doors being used specifically as
emergency exits?

4 Are all emergency doors not locked or fastened so they cannot be
easily and immediately opened?

4 Are all emergency routes and exits indicated by signs?
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ARTICLE 14 - EMERGENCY ROUTES AND EXITS - CONTINUED

4 Are all emergency routes and exits that require emergency lighting
fitted with it?

YES NO

ARTICLE 15 - ADDITIONAL EMERGENCY MEASURES IN RESPECT OF DANGEROUS
SUBSTANCES

4 Have the appropriate procedures, including safety drills, been
established in the event of serious and imminent danger?

YES NO

Note: the procedures referred to must:
4 any persons who are exposed to serious and imminent danger to be

informed of the nature of the hazard and of the steps taken or to be
taken to protect them from it

4 enable the persons concerned to stop work and immediately proceed to
a place of safety in the event of them being exposed to serious,
imminent and unavoidable danger

4 save in exceptional cases, require the persons concerned to be 
prevented from resuming work in any situation where there is still a 
serious and imminent danger

4 Have a sufficient number of competent persons been nominated
to implement those procedures in relation to the evacuation?

Note:
A person is to be regarded as competent where they have sufficient training
and experience or knowledge and other qualities to enable them implement
the evacuation procedures.

4 Has anyone been allowed access to any restricted area without
adequate safety instruction?

ARTICLE 16 - ADDITIONAL EMERGENCY MEASURES IN RESPECT OF DANGEROUS
SUBSTANCES

4 Has information on emergency arrangements concerning relevant
work hazards and hazard identification been provided?

YES NO

4 Has information on emergency arrangements concerning 
specific hazards likely to arise at the time of an accident,
incident or emergency been provided?
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ARTICLE 16 - ADDITIONAL EMERGENCY MEASURES IN RESPECT OF DANGEROUS
SUBSTANCES - CONTINUED

4 Are escape facilities, where indicated in the risk assessment,
provided and maintained to ensure that everyone can leave in the
event of danger?

YES NO

4 Have the effects of a fire arising from an accident, incident or
emergency been mitigated?

4 Has everyone carrying out work in the affected area been 
provided with the appropriate personal protective equipment 
and clothing?

ARTICLE 17 - MAINTENANCE 

4 Are the premises, any facilities, equipment and devices provided
in for the premises for general fire precautions subject to a 
suitable system of maintenance and being maintained?
Note:
Where the premises form part of a building, the responsible 
person may make arrangements with the occupier/ owner of any 
other premises forming part of the building to comply with this 
Order even if the other premises are not premises to which this 
Order applies. The occupier/ owner of the other premises must 
co-operate with the responsible person.

YES NO

ARTICLE 18 - SAFETY ASSISTANCE 

4 Have an adequate number of competent persons been appointed
to assist in undertaking the preventative and protective 
measures?

YES NO

4 Have arrangements for ensuring adequate co-operation between
the competent persons been made?

4 Do the number of persons appointed have sufficient time and
means available for them to fulfil their functions?

4 Has any appointed competent person, not employed by you,
been informed about any factors that can affect the safety of 
anyone arising from their undertaking?
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ARTICLE 18 - SAFETY ASSISTANCE - CONTINUED

4 Has any appointed competent person, not employed by you,
been prevented from accessing any information about any 
dangerous substance on their premises?

4 Have all competent persons been informed about who is
employed under a fixed-term contract of employment?

4 Have all competent persons been informed about who is
employed in an employment business? 
Note:
A person is to be regarded as competent where they have 
sufficient training and experience or knowledge and other 
qualities to enable them to assist in undertaking the preventive 
and protective measures.

A self-employed employer who is not in partnership with any 
other person, who has sufficient training and experience or 
knowledge and other qualities to assist in undertaking the 
preventive and protective measures, does not have to appoint 
any competent persons.

Individuals who are employers and who are together carrying 
on business in partnership, where at least one of the individuals 
concerned has sufficient training and experience or knowledge 
and other qualities:
4 to undertake the preventive and protective measures; and
4 to assist his fellow partners in undertaking those measures

does not have to appoint any competent persons.

Where there is a competent person in the responsible person’s 
employment, that person must be appointed in preference to a 
competent person not in their employment.

4 Have you informed your employees about the risks to them 
identified by the risk assessment?

YES NO
ARTICLE 19 - PROVISION OF INFORMATION TO EMPLOYEES

4 Have you informed your employees about the preventive and 
protective measures taken?
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ARTICLE 19 - PROVISION OF INFORMATION TO EMPLOYEES - CONTINUED

4 Have you informed your employees about the procedures and
measures for dealing with serious and imminent danger?

4 Have you informed your employees about the identities of those
competent persons responsible for fire fighting and implementing
serious and imminent danger procedures?

4 Have you informed your employees about the risks notified to
them from another responsible person?

4 Has the parent of any child employed by you been informed about
the risks to that child identified by your risk assessment?
Note:
“parent of the child” includes a person who has parental 
responsibility, within the meaning of section 3 of the Children Act 
1989(a), for the child.

4 Has the parent of any child employed by you been informed about
the preventive and protective measures taken?

4 Has the parent of any child employed by you been informed about
the risks notified to them from another responsible person?

4 Have your employees been given details about the name of the
dangerous substance and the risk which it presents?

4 Have your employees been given details about any relevant safety
data sheet about the dangerous substance?

4 Have your employees been given details about any legislative 
provisions concerning the hazardous properties of the dangerous
substance?

4 Have you informed your employees about the significant findings 
of the risk assessment about any dangerous substance?
Note: The information required by the above four paragraphs must be:

4 adapted to take account of significant changes in the activity carried
out or methods or work used by the responsible person; and

4 provided in a manner appropriate to the risk identified by the risk
assessment



ARTICLE 20 - PROVISION OF INFORMATION TO EMPLOYERS AND THE 
SELF-EMPLOYED FROM OUTSIDE UNDERTAKINGS

4 Has the employer of any employees from another firm who are
working in or on your premises been informed about any risks to
their employees?

YES NO

4 Has the employer of any employees from another firm who are
working in or on your premises been informed about any 
preventive and protective measures taken?

4 Has any person working in your premises who is not your 
employee been informed about any risks to them?
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4 Does the employer of any employees from another firm who are
working in or on your premises know who the competent person
is to implement evacuation procedures?

4 Does any person who is working in or on your premises know who
the competent person is to implement evacuation procedures?

ARTICLE 21 - TRAINING

4 Are your employees provided with safety training at the time they
are first employed?

YES NO

4 Are your employees provided with safety training on being
exposed to new or increased risks because they have been 
transferred or given a change of responsibilities?

4 Are your employees provided with safety training on their being
exposed to new or increased risks because of the introduction of
new equipment?

4 Are your employees provided with safety training on their being
exposed to new or increased risks because of the introduction of
new technology?

4 Are your employees provided with safety training on their being
exposed to new or increased risks because of the introduction of
a new system of work or a change to their system of work?



4 Are your employees provided with safety training on their being
exposed to new or increased risks because of the introduction of
a new system of work or a change to their system of work?

4 Does the instruction and training include appropriate precautions
and actions to be taken by employees in order to protect 
themselves?

4 Is repeat training carried out?

4 Does the training take account of any new or changed risks?

4 Does the training take account of the risks identified by the risk
assessment?

4 Is the training conducted during working hours?

ARTICLE 21 - TRAINING - CONTINUED
YES NO
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ARTICLE 22 - CO-OPERATION AND CO-ORDINATION

4 Have the responsible persons co-operated with each other to
enable them to comply with the Order?

YES NO

4 Have the responsible persons taken all reasonable steps to 
co-ordinate the measures to comply with the Order?

4 Have the responsible persons taken all reasonable steps to
inform each other of the identified risks on their premises?

4 Has the person who has overall responsibility for the premises
co-ordinated the implementation of all the measures required by
the Order to protect persons from any risk from the explosive
atmosphere?

ARTICLE 23 - GENERAL DUTIES OF EMPLOYEES AT WORK

4 Have all employees taken reasonable care for the safety of 
themselves and any other persons who may be affected by their
actions at work?

YES NO



ARTICLE 23 - GENERAL DUTIES OF EMPLOYEES AT WORK - CONTINUED
YES NO

4 Has the employee co-operated with their employer in meeting any
requirement of this Order?

4 Has the employee informed their employer or any other employee,
with specific responsibility for safety, of any work situation that
poses a serious and immediate danger to safety?

4 Has the employee informed their employer or any other employee,
with specific responsibility for safety, of any matter which would
represent a shortcoming in the employer’s safety arrangements?

ARTICLE 38 - MAINTENANCE OF MEASURES PROVIDED FOR PROTECTION OF 
FIREFIGHTERS

4 Are that the premises and any facilities, equipment and devices
provided in respect of the premises for the use by or protection of
fire-fighters subject to a suitable system of maintenance and are
being maintained? 
Note:
Where the premises form part of a building, the responsible 
person may make arrangements with the occupier /owner of any 
premises forming part of the building for the purpose of ensuring 
that the requirements are met even if the other premises are not 
premises to which this Order applies.

YES NO
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4 Has the occupier co-operated with the responsible person?


