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University of St Andrews

Fire Safety Guidance for Managers

1 Introduction

Fire safety guidance will be split into two documents:

e Fire Safety Guidance for Managers - Which will deal with the technical requirements for fire safety
and compliance with fire safety legislation.

e Fire Safety Guidance for Staff and Students - Which deals with personal fire safety issues and
also with immediate risk to the safety of staff and students.

This document will deal with the technical requirements for compliance with fire safety legislation which
management at the University will need to comply with.

2. Fire Prevention

Fire Kills and thus it is vital that people are aware of the serious consequences of fires.

Fires require an ignition source, a fuel and oxygen - the fire triangle:

Removal of any one of these will stop a fire. The fire safety precautions in this document are all based
on removal of some part of these requirements for a fire.

Itis vital that all workers and students, where it is reasonably practicable, actively try to remove either
ignition sources or fuel for fires by good housekeeping procedures. Many activities at the
University have an inherent high risk of fire, thus we ask that workers in these areas take extra
care to reduce the risk of a fire starting and spreading.

The University aims to have a continuous improvement in fire safety. This will ensure the safety of
staff, students and visitors as well as providing protection for property to allow the

3. Fire Safety Plan and Key Performance Indicators (KPIs)
3.1 - Fire Safety Plan
To ensure that there is a programme for the improvement of fire safety measures, a 5 year plan for

each School and Unit will be produced. This plan will show what the School/Unit proposes to
undertake in the five years and as an example, the plan may include items like:
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e Undertaking a weekly fire alarm test;

e Undertaking a 6 monthly fire drill

e 3 monthly fire safety inspection of the workplace and that remedial actions are undertaken within the
time frame identified in the inspection

e Monthly laboratory inspections

e Ensuring all staff receive and undertake fire safety awareness training

e Ensuring that all staff receive fire extinguisher training

e Ensuring all School/Unit recommendations in the fire risk assessment are undertaken and reported to
the Director of EHSS

e Reviewing all processes and procedures to identify changes which may reduce the risk of fire
without having undue effects on the ability to undertake teaching and research

Part of the plan will be changes to fire safety during any refurbishment proposals. This could be for example
considering the installation of fire suppression systems in fume cupboards, over cooking ranges etc. .

The Director of Estates will produce a separate 5 year plan which will identify the proposals for the
improvement of fire safety measures within buildings or during any new buildings or refurbishments. It
is therefore important that School/Unit discuss their 5 yearly plan with Estates to make sure they align
with each other.

The Director of RBS and the Director of Estates will collaborate on undertaking a 5 yearly plan for the
improvement of fire safety within residences. This will range from the management of fire safety within
buildings, the management of student behaviours, building structural changes in refurbishment projects
to new build projects.

All such plans will be reviewed by the University Governance system which will require such plans and the
implementation of such plans to be reviewed by the Health and Safety Assurance Group.

3.2-KPlIs

The 5 year plan will produce an action plan which will identify the actions to be taken. Such an Action Plan
will have measurable targets for an annual and also for the period of the plan. These quantitative
measures can then be used to identify Key Performance Indicators (KPIs) which can be used as a
measure of compliance with the plan but also a measure of improvement of fire safety within the
School/Unit.

The plan will identify the KPIs to be measured over the period and completion of the actions will be measured
and reported to the University Health and Safety Assurance Group as part of the University Governance
programme.
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KPI Number Action Responsibility Timescale
Fire_Safety/19/08 | Maintenance of fire alarm system | Director of Estates 4 monthly
by external contractor
Fire_Safety/19/09 | Maintenance of  emergency | Director of Estates 6 monthly
lighting test by external
contractor
Fire Safety/19/10 | Maintenance of Fire Extinguishers | Director of EHSS Annual
Cirn Cafah//101/11 Cmnarannneyvr Eyvinciiatinn Dirill Linad nf | & manthivy
KPI Number Action ReSporLSi.t?U\i,tXu...qu o Timescale
Fire_Sarty/L8s | RiE ﬁé fic a‘?f T *’r’é@ﬁf@é" e | @S GEEH U0 PSBR /Uit Ve statt arrive
e trairf (provision by Directar
wjg g ENSUTE of EHSS)
Fire_Safety/20/13 r'\”“'lﬂ £ “fite y ed' '['%/ Head af | Annual
m(i%neg@‘eaﬁygmaue SchoolUnitBuilding
Fire_Safety/20/14 Head af | 3 monthly

Fire ins éféhon of"'é'l'l v]yor %‘%
{'G rs? School/Unit/Residence
o i i i G
lance ife safe
QVO 29 good
ICHIDIQLIUII artu
practice. There should be
adequate  resources  of

finance and personnel to
implement this 5 year plan

Fire_Safety/19/02 | An annual review of the | Director of EHSS Annual review of
implementation of the 5 implementation
yearly plan

Fire_Safety/19/03

The Office of the Principal will
ensure that fire safety is seen

Office of the Principal

An annual review of

the

as a priority by implementation
implementing a suitable of a general
general health and safety health and
management system which safety
includes fire safety. management
system
Fire_Safety/19/04 | All residences having an annual | Director of EHSS and | Annual
review of the FRA with a Director of
revised FRA produced every Residential and
5 years as a maximum Business Services
Fire_Safety/19/05 | All science Schools/Units having | Director of EHSS and |5 Yearly (with an
a review of the fire risk Heads of relevant annual review
assessment on a three yearly Schools/Units on completion
basis for residences and a 4 rates) for
yearly review of office science
based buildings. These Schools/Units
updated risk assessments and 4 vyearly

will then be part of the 5

cycle for office

yearly fire safety plan. based
buildings.
Fire_Safety/19/06 | Implementation of fire risk | Director of EHSS Annual

assessment
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recommendations - Annual
review of the
implementation

Fire_Safety/19/07 | Weekly fire alarm test Head of | Weekly  (reviewed
School/Unit/Building annually)
An example of the type of parameters which can be used as KPIs is given below:

KPI Number Action Responsibility Timescale

Fire Safety/20/15 | A written record of all fire/fire false | Director of EHSS Annual - For
alarms/faulty fire equipment statistics
must be notified to the Director
of EHSS. An annual review of
fire incident statistics will be
produced for the Health and
Safety Assurance Group

Fire Safety/20/17 | Suitable Personal Emergency | Director of EHSS in | Asrequired

Evacuation Plans will be put in
place for disabled staff and
students

collaboration

with the Head of

School/Unit
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4. Fire Risk Assessments

The Director of EHSS will arrange for fire risk assessments of all buildings within the University. It

is appreciated that full invasive inspection of fire safety measures may not be feasible. Where
an invasive inspection cannot be made, this will be highlighted in the document and the
University will then consider the actions it will need to take.

These fire risk assessments will be done according to the British Standards BS PAS79-1 2020 (for

non-domestic properties) and BS PAS-79-2 2020 (for domestic properties).

The Director of EHSS will ensure that all fire risk assessments will be undertaken by competent

personnel as stated in legislation and/or as British Standards.

The buildings will be assessed for the risk of fire and also for the fire precautions /warning systems

fitted in the building by specialists in this area. Fire risk assessments will be done on a prioritised
system whereby:

« Sleeping Accommaodation is done first as it poses the highest risk of fatalities;

« Public access and high risk technical buildings, including science schools;

«  Medium/low risk buildings with high risk aspects, not already in the above
groups

The Fire Risk Assessment will include an inspection of the following as examples:

Occupancy as defined in Section 2.9.2 of the Technical Handbook for Non-Domestic
Properties under the Buildings (Scotland) Act 2003 and the Building (Scotland) Regulations
2004;

Activities within the building (eg Residential, chemistry laboratories etc)

The risk of the spread of fire (eg making sure there are suitable rated fire doors in place)
Management process for occupants and visitors

Fire safety documentation (Fire alarm tests, PAT testing electrical equipment, Fixed wire
testing, gas safety etc)

Means of escape including any restrictions on the means of escape

There are suitable protected means of escape to the outside of the building

Fire stopping - EHSS will work with Estates with respect to identifying where there are fire
stopping issues.

Maintained fire alarm system with appropriate detectors, maintenance of equipment etc)
Suitable emergency lighting to allow evacuation

Fire emergency signage

Emergency exit strategies for disabled persons

As well as any other aspect of fire safety which will be required to meet BS PAS 79-1 (2020)

A report will be produced with specific recommendations for the improvement of fire safety within

the building concerned. These will include actions required to be undertaken by the managers
of the building (eg improving housekeeping) as well as actions which will require structural
modifications to the buildings which will be organised through Estates. These recommendations
will be prioritised in terms of urgency of action in collaboration with the relevant School/Unit..
The Director of EHSS will monitor the implementation of the remedial actions identified in the
fire risk assessment.
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A copy of the fire risk assessment for every building should be held in the Fire Safety Log Book (see
Fire Safety Log Book) and be available for viewing by any appropriate person.

Scottish Fire and Rescue Service (SFRS) may inspect any building and will ask to see the Fire Risk
Assessment. If the School/Unit have been notified of a fire inspection by SFRS, then the
School/Unit should notify staff at Environmental, Health and Safety Services as soon as
practicable so that a member of staff from this office can attend the inspection.

4.1 Fire Safety Risk Assessments for High Risk Activities

It will be expected that suitable and sufficient risk assessments for all Schools/Units will be
undertaken by EHSS prior to the event happening. The risk assessments should be all users of
University properties (thus will include School/Unit activities, Events, Student Events,
contractors etc). All such risk assessments should identify the risks due to the activity, who may
be harmed by the activity (or potential risk to buildings) and implement all reasonably
practicable control measures to eliminate the risk or if this is not possible, then to minimise the
risk of fire.

All such risk assessments must be available for view by the Director of EHSS or their nominated
deputes

5. New Construction and Refurbishment of Buildings

The Directors of EHSS and Estates will ensure that fire safety is a priority in the construction of all
new University buildings. All new builds / refurbishments will aim to improve fire safety within
the University (for example will replace older fume cupboards with ones which have built in
fire suppression systems).

The Director of Estates in collaboration with EHSS will ensure that all plans for new buildings or
refurbishments will meet the fire safety legislation and good practice as stated below

e Section 2 (Fire Safety) of the Technical Handbook for Non-Domestic Properties - 2019 (and
Domestic Properties where relevant) as compliance with the Building (Scotland) Act 2003
and the Building (Scotland) Regulations 2004

e Sector Fire Safety Guidances from the Scottish Government

e Fire (Scotland) Act 2005

e Fire Safety (Scotland) regulations 2006

e British Standard BS 9999: 2017 - Fire Safety in the Design, Management and Use of
Buildings - Code of Practice

e Other relevant British Standards

e Other general health and safety legislation

e Any other relevant legislation

All fire safety designs from RIBA stage 3 for new buildings and/or refurbishments will be discussed between
Director of EHSS (or their appropriate depute) and Estates prior to progressing to the next stage in the
construction process.

A fire safety report on all new builds/refurbishments at RIBA Stage 3 and at completion will be submitted
to the Health and safety Assurance Group for Governance purposes.
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6. Fire Detection and Raising the Alarm

6.1 Fire Action Notice / Discovering a Fire

Actions to be taken in the event of a fire are detailed on the Fire Action Notice (see Appendix 2).
These notices should be posted at every break-glass fire alarm call-point . It is the responsibility
of School/Unit to check that these Action Notices are in place and up to date. Template notices
are available from EHSS

On discovering a fire, you should follow the instructions given in the Fire Action Notice (see
Appendix 2). This is:

1. Sound the Alarm either by activating a ‘Break Glass’ point or shouting ‘Fire’;

2. Dial 9-999 or 112 on a mobile phone and call the fire brigade;

3. Ifitis safe to do so then, tackle the fire using the fire extinguishers provided (do
not endanger yourself or others in doing so)

On hearing the fire alarm:

Leave the building by the nearest available exit
Close all doors behind you;
Report to the person in charge at the Assembly Point
Lifts must not be used
5. Do not re-enter building until instructed to do so by SFFRS
If you are unsure what fire extinguishers to use or how to use them, do not try to fight the fire, leave
the building after sounding the alarm.

MowbdpE

6.2 Fire Detection Systems

Estates will arrange for appropriate automatic fire detection systems linked to the fire alarm systems
where they are deemed necessary by Fire Risk Assessments. This system will be at the British
Standard BS 9999 Fire Safety in Design (2017)). Fire detection systems will be maintained by
the manufacturer and arranged through Estates.

6.3 Fire Alarm Test and Fire Drills

The Head of School / Unit / Building will ensure that the fire alarm for their building is tested weekly
using a different break glass call point each week. This can be done by other staff in the building
or the janitorial staff. The purpose of this test is to ensure that all staff can hear the fire alarm in
all parts of the building as well as staff being able to identify what the alarm sounds like and
that the monitoring station can pick up the signal from the alarm. It is therefore vital that the test
should take place at a time when staff are in the building.

A fire drill should be carried out for a building at least every 6 months. Buildings should be completely
evacuated within 3-4 minutes in a fire drill. If the evacuation time is longer than this, then it is
vital to determine why it has taken so long and try to rectify this. Where significant delays in
evacuating a building have been identified and rectified, then the test should be reported

To ensure staff are made aware of alternative exits, the main entrance and/or other exits to the building
may be temporarily closed off during the fire drill.

All fire alarm tests and fire drills must be recorded in the Fire Safety Log Book.
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6.4 Emergency Lighting and Fire Detector Tests

Estates will arrange for the emergency lighting in a building to be tested and for the fire detector heads
to be maintained and tested.

When these tests have been done, Estates will ensure that the relevant fire safety log book is suitably
updated.

6.5 Covering Fire Detectors

Fire detectors are a vital part of warning staff and students of the potential risk of a fire thus should
never be covered over.

There are certain circumstances where it may be necessary to cover fire detectors (eg refurbishment
construction where there is a lot of dust being generated which activates the detector). In these
cases, a ‘Permit to Work’ should be obtained from Estates to cover the detector during the
relevant work period. The cover must be removed at the end of work every day to ensure suitable
warning of a fire outside normal working hours and the ‘Permit to Work’ cancelled. Suitable
records of which heads have been covered and when the covers were removed should be kept

7. Fire Extinguisher and Suppression Systems
7.1 Fire Fighting Equipment

All new extinguishers must conform to the British Standard BS EN 3, which means that they will
have a red body and icons to indicate the types of fire they can be used on. Some older
extinguishers are colour coded and have instructions for use written on the label.

The colour coding for fire extinguishers is - RED - water, BLACK - CO;, CREAM - foam,
BLUE - dry powder, YELLOW - for wet chemical for dealing with fat/oil fires in kitchens.

Each type of extinguisher has an icon showing what type of fire it can be used:

Indicates the extinguisher is suitable for use on Class A fires e.g. wood, paper etc., known
as
carbonaceous materials.

Indicates the extinguisher is suitable for use on Class B fires e.g. flammable liquids.

=2—

use an extinguisher on a flammable gas fire until the gas supply has been switched off).

Indicates the extinguisher is suitable for use on Class C fires e.g. flammable gases (Do NOT
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6,

Indicates the extinguisher is suitable for use on Electrical Fires.

g Indicates the extinguisher is suitable for extinguishing fat/oil fires in kitchens

Water - Completely RED body. Use on paper, cardboard, wood and

clothes

BUT NEVER ON ELECTRICAL EQUIPMENT OR

FLAMMABLE LIQUIDS. Water extinguishers act mainly by
reducing the temperature of the fire. It is vital that all water
immiscible materials are not present (eg burning oils etc) as

thacan ~alica a maccivia roantinn 4 con 11DI -

Dry Powder - Red body (possibly with blue somewhere on the upper

half of the extinguisher). Dry powder extingusihers work in a
complex manner, removing oxygen but also reacting with the
flame to eliminate the flame. They are effective on most types
of fire but have a good VACUUM CLEANER handy after use.
Particularly effective on flammable liquid and metal fires.

Carbon Dioxide - Red body (possibly with black somewhere on the

upper half of the extinguisher). Carbon dioxide extinguishers
act be removing oxygen from the fire. They are effective on
flammable liquid and particularly effective on electrical fires.
Very noisy when in use and do not hold the discharge horn as it
will freeze during use and will burn your hand. Be careful, the
CO2 will dissipate very quickly, thus a fire which will remain

hot after the flame has vanished (eg cardboard or wood fire) can
rainnita diia tn tha haat hald in tha fiial Can hit a tarnat 1in tn 2

Foam - Red body (possibly with cream somewhere on the

upper half of the extinguisher). Foam extinguishers
act by forming a layer over a fire thus removing the
oxygen from the fire. Specialist use on flammable
liquids and also effective on carbonaceous fires. Some
training required to use effectively. Can hit a target up
to 4 metres distant. Guidance on the use of foam

Wet Chemical - Yellow label on red body. These are fire

extinguishers designed to deal with hot oil fires (type F fires).
They are relatively low pressure to avoid pushing hot oil out
of the container onto other combustible surfaces. They act by
removing oxygen from the fuel. Guidance on the use of such

AtinmniinhAavae Aan A FALinA hAava
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https://www.youtube.com/watch?v=cQqJhi-RJPU
https://www.youtube.com/watch?v=vWLCtKr-Tb0
https://www.youtube.com/watch?v=vWLCtKr-Tb0
https://www.youtube.com/watch?v=uAaalWAUOZI
https://www.youtube.com/watch?v=uAaalWAUOZI
https://www.youtube.com/watch?v=aPhbJ95VGe0
https://www.youtube.com/watch?v=aPhbJ95VGe0
https://www.youtube.com/watch?v=HQckBXM6o-I
https://www.youtube.com/watch?v=HQckBXM6o-I
https://www.youtube.com/watch?v=8_szD8x4CjI
https://www.youtube.com/watch?v=8_szD8x4CjI

Fire Blanket - Fire blankets work by removing oxygen from
BL'j\’{}ﬁH‘ a fire. They are effective at smothering a fire and

=5 | protecting you from heat and flames. To operate,
remove from container and unfold. Ensure you grip the
blanket in such a way that your hands are inside the
fold. Hold the blanket in front of you and lay it over

tha hiirninn material Adn nnt throww the hlankeat

Do NOT fight a fire if:

1. Itistoo big with flames reaching the ceiling.

2. Any hazardous materials are involved.

3. There is any risk of your personal safety and/or escape route being cut off either
by fire or smoke.

4. You have not received appropriate training and are not confident in the use of fire
extinguishers.

5. You have already discharged one extinguisher to no effect on the fire.

Training in practical fire safety awareness and use of fire extinguishers will be provided by staff from
Environmental, Health and Safety Services.

Fire extinguisher maintenance will be organised through Environmental, Health and Safety Services

NOTE: Please do not try to tackle a fire with a fire extinguisher if you have not had the
appropriate training.

7.2 Fire Suppression Systems

Large catering kitchens will have fire suppression systems above their cooking ranges. These systems
will be maintained by Residential and Business Services through the Director of EHSS.

As laboratories are being refurbished, consideration will be given to installing fume cupboards with
built in fire suppression system which is either a dry powder extinguisher or a CO2 extinguisher.
These are designed to contain and extinguish any fire within the fume cupboard - see here.

Many residential bedrooms and kitchens presently have fire suppression systems which will release
water onto a fire automatically. The Directors of RBS and Estates will ensure that all new
residential accommodation must have a fire suppression system installed under the the
amendment to the Technical Handbook for Non-Domestic Properties (and also the Domestic) -
Section 2.15

Where fire suppression systems (eg sprinkler systems) including any dry and wet risers are installed,
they must be tested by the manufacturer or approved contractor according to manufacturers
instructions and good practice. This will be organised through the Director of Estates

8. High Fire Risk Equipment and Activities
8.1 Storage in Corridors

8.1.1 Storage in Protected Escape Routes - These are stairs/corridors entered by fire doors leading
to the open air.
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https://www.gov.scot/publications/building-standards-technical-handbook-2020-non-domestic/2-fire/2-15-automatic-fire-suppression-systems/
https://www.gov.scot/publications/building-standards-technical-handbook-2020-non-domestic/2-fire/2-15-automatic-fire-suppression-systems/
http://www.youtube.com/watch?v=Q24rOhBseDk&hd=1

The storage of combustible material within these ‘Protected’ escape routes is forbidden, however
notice-boards may be provided in exceptional circumstances where there is proven fire
resistance.

Exceptional circumstances: The use of notice-boards in a protected escape route may be approved
providing they are absolutely necessary and all the following conditions are met:

i) the building is fitted with a fire alarm and an automatic fire detection system;
ii) the notice-boards are enclosed and specially constructed to comply with the building
standards surface spread of flame rating (BS 9999: 2017);

8.1.2 Unprotected Escape Routes - Unprotected escape routes are normally corridors linking parts

of a building and connecting to protected escape routes.

The use of notice-boards and/or storage in unprotected corridors is permitted subject to the following

conditions being met.

Notice-boards:

- the notice-board does not exceed 1.2m high x 3.0m long;

- if more than one notice-board is required a 3.0m gap should be employed
between adjacent notice-boards (including notice-boards on opposite sides of a
corridor);

- all paperwork on the notice-board etc. is securely pinned back at the corners.
the notice-boards should, where reasonably practicable, be enclosed and specially
constructed to comply with the building standards surface spread of flame rating
(BS 9999: 2017);

Flammable paper decorations for specific events can if necessary be treated with fire retardant which
may be obtained from Environmental, Health and Safety Services.

8.1.3 Furniture/storage: The use of furniture and/or storage in unprotected corridors is permitted
subject to the following conditions being met:

no obstruction of the escape route occurs and the required minimum 1.2 metre
escape route widths are maintained,;

- furniture should be inherently non-combustible i.e. metal or hardwood and should
preferably be securely fixed to the wall;
storage of display leaflets/paper on cabinets must be kept to a minimum;

Note: No seating containing upholstered polyurethane foam (whether treated or not) is
acceptable under any circumstances in corridors. Where it is proposed to introduce large
numbers of units advice should be sought from the Director of EHSS.

Any queries re identification of a protected route, or on any of the above, should be directed to the
Director of Environmental, Health and Safety Services (Ext. 2750).

8.2 Furniture

All upholstered furniture / bedding within offices within a University School / Unit should be labelled
as Fire resistant as required by the Furniture and Furnishings (Fire) (Safety) Regulations 1988
as modified in 1993, 2010. Furnishings which do not meet this standard should be removed from
the School/Unit and suitably disposed.

No personal furniture should be allowed into Schools/Units that does not meet with this standard.
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8.3 Electrical Equipment in Corridors

No mains plug electrical electrical or combustible materials can be stored in ‘Protected Escape Routes.
Various electrical appliances are being used within corridors and escape routes in University
premises. As faulty electrical equipment has a high potential as an ignition source for starting a
fire and spreading the fire, it is necessary to ensure a level of proportionate controls which ensure
that such equipment is well managed and not likely to start or spread a fire.

The broad term electrical appliances covers a wide variety of apparatus which operate at mains voltage
and includes:-
- refrigerators; photocopiers; computers; soft drinks dispensing machines; cookers;
heaters; kettles, etc.

All electrical equipment must be PAT tested to ensure that it does not pose a significant risk.

Protected escape routes - Protected escape routes are stairs/corridors entered by fire doors and which
lead to the open air. The location of any mains plug electrical appliances within protected escape
routes shall not be permitted under any circumstances.

Unprotected escape routes - Unprotected escape routes are normally corridors linking parts of a
building sometimes connecting to protected escape routes. In exceptional circumstances,
electrical equipment may be used here but only within the parameters set out below.

The location of electrical appliances in unprotected escape routes is generally highly undesirable.

The location and use of electrical appliances such as refrigerators, photocopiers, soft drinks
vending machines, may be approved in these areas providing all the criteria listed in the
following risk assessment are met.

- Does the appliance have to be there? - Can it be moved to a more suitable
location within a room and should not be put in the corridor for the sake of
convenience.

- Escape route obstruction and width -The appliance must not obstruct the
escape route. The minimum escape route width must be maintained (this width
varies in different premises, but generally is between 1.2 - 1.8 metres)

- Automatic Fire Detection (AFD) system - The premises must be fitted with an
AFD system. The appliance should be sited within a distance of 3 metres from
the nearest detector head.

Note: High current (greater than 5 amps) electrical appliances such as cookers, heaters, kettles
are not permitted in these areas.

8.3.1 Electrical Equipment in Offices

All electrical equipment powered by mains electrical supplies must have been PAT tested within the
last 2 years and a certificate for this testing must be available for inspection by Estates staff or
EHSS staff or RBS staff.

8.4 Events in Accommodation Run by Residential and Business Services (RBS)

Event organisers of events at RBS managed facilities must notify the Director/Deputy Director of

RBS at least 8 weeks prior to the event occurring. The organisers must comply with all
requirements of RBS which will include appropriate fire safety measures.
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8.5 Events at Non-RBS University Facilities

Organisers of events on University land must inform the Events Co-ordinating Group at least 8 weeks
prior to the event. The organisers will have to comply with any fire safety guidance issued by
this Group.

Organisers of significant events should in Schools / Units should notify the Head at least 8 weeks in
advance. Where there is a potential fire risk associated with the event, the organisers should also
inform the Director of EHSS for advice.

8.6 Decorations at Events
Paper decorations at events should be treated with fire retardant. The decorations at events located in
facilities owned by the University must comply with the guidance in Appendix 3

8.7 High Fire Risk Activities

High risk activities using ignition sources (eg naked flames, lasers etc) and those with high fuel loads
(eg areas storing highly flammable materials) must be carefully managed.

Where it is reasonably practicable, naked flames or other potentially high risk ignition sources should
be replaced by alternative means which do not pose a risk of fire.

Where this is not practicable, all hot work must be controlled by a ‘Permit to Work’ system.
Contractors and Estates staff must get the appropriate ‘Permit to Work’ from Estates.

All equipment to be used in residences which have the potential to act as an ignition source or contains
flammable materials can only be used with the approval of the Director of Residential and
Business Services

All other high risk activities which involve ignition risks must be controlled by suitable and sufficient
risk assessments and appropriate method statements. All Class 3B and Class 4 laser risk
assessments must be approved by the laser safety co-ordinator for that building or the University
Laser Safety Adviser.

No more than 50 litres of highly flammable liquids/solids should be stored in a fire resistant cabinet
in a laboratory of work area within the University. Where more than 50 litres of such materials
need to be stored, then they must be either:

e Up to 50 litres stored in separate flame proof cabinets;

e Keptin an appropriately Zoned Store under the Dangerous Substances and Explosive
Atmospheres Regulations 2002. These zoned areas should have ‘Intrinsically Safe Electrical
Systems’ which will be maintained through Estates.

Where there is a potential for chemicals to react to initiate a fire (eg work with organic peroxides,
solid sodium etc), these reactions must be carefully assessed for the risk of fire and appropriate
measures taken to minimise the risk of a fire starting and spreading. Such assessments must be
made available to all relevant staff including maintenance and cleaning staff through COSHH
risk assessments produced on the University's Chemical Risk Management Programme
(CHARM).

8.8 Pyrotechnic Displays
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Any outdoor pyrotechnic display must be approved by the Events Co-ordinating Committee. Such an
event must be kept at a suitable distance from any building (as a minimum of 15 metres) such
that it does not pose a significant risk to life or that building.

Indoor pyrotechnic displays of any size are banned unless specific approval from the University
through the Director of EHSS is obtained. Such displays will only be allowed if run by a
professional organisation who can show, through a very detailed risk assessment, that the
pyrotechnics do not pose a significant risk of fire to the occupants or the building.

If you intend to work with explosive materials, you must notify the Director of EHSS and the Head
of your School/Unit and comply with the relevant legislation (Manufacture and Storage of
Explosives Regulations 2005)

All high risk indoor pyrotechnic activities should be undertaken in areas with appropriate physical
fire protection which includes 60 minute fire doors, fire compartmentation and areas where
penetrations of compartment walls have been suitably fire stopped.

9. Means of Escape and Fire Compartmentation

All buildings should allow, where reasonably practicable, safe evacuation during an emergency. This
will mean that a suitable evacuation strategy should be put in place including those with
disabilities (see Section 10).

9.1 Fire Wardens and Fire Marshals

The evacuation strategy will include the appointment of fire wardens (to ensure evacuation of the
building and ensure that people do not re-enter the building) and fire marshals who will
communicate with fire wardens and the Scottish Fire and Rescue Service. The Director of EHSS
will ensure that all fire wardens and fire marshals receive suitable fire safety training.

Residences with shared the responsibilities of fire wardens and fire marshals between RBS staff during
normal working hours and the Wardenial staff outside of normal working hours.

9.2 Means of Escape

It is essential that all means of escape are kept clear of obstructions and flammable materials. All
emergency exit doors must be clearly identified and should open in the direction of travel and
should not require a key to open them.

Gas cylinders, portable heating appliances, reams of paper or other sources of fuel or ignition must
not be stored in ‘Protected Escape Routes’ or in corridors.

Fire doors in corridors provide at least 30 minute smoke and fire protection while the doors on
Protected Escape routes should provide 60 minute fire and smoke protection. Fire doors have
automatic closures to sure they are closed in the event of a fire. It is therefore vital that fire
doors are not wedged open. Where fire doors are held open by MagLocks, these locks should
release the door in the event of a fire alarm activation. This should be checked during the fire
alarm test for the building.

It is the responsibility of all occupants to ensure that all means of escape are kept clear and do not
pose a fire risk due to poor housekeeping. The general fire safety inspection should ensure this
is done through appropriate questions on a checklist. An example of such a checklist is given in
Appendix 4.
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9.3 Fire Compartmentation

The main control of the spread of fire and smoke is the compartmentation of buildings which include
the walls and doors. Fire doors in corridors should provide 30 minute fire protection and fire
doors to Protected Escape routes should provide 60 minute fire protection. Such doors should
also include intumescent strips or smoke seals which will stop the spread of smoke.

All walls, floors and ceilings to compartments should be sealed to form protection against the spread
of fire and smoke. Where there are penetrations to such compartment walls (eg to run IT cabling
or other piping), these should be fire stopped after the work is completed. Staff who notice that
such penetrations have not been properly fire stopped should raise the issue with the contractor
before they leave or with the Unit controlling the work (ie Estates, IT Services etc).

10. Occupancy Restrictions

10.1 Occupancy Numbers for Events

The maximum occupancy for a room with only one exit is 60 people regardless of the activity. Any
reduction in this limit for a room with a single escape would be the size of the room and comfort

of the occupants.

Where it is proposed to use a room that has two or more escape routes from it for a specific event, the
maximum occupancy of the room will depend on the floor area and the activity.

The calculation for such occupancy is from the Scottish Building Standards Technical Handbook for
Non-Domestic Properties 2019 as modified in 2020 and is:

Occupancy = Floor Area (Sq Metres) / Occupancy Load factor
This will give the maximum occupancy for a specific room for a specific activity.

The Occupancy Load Factor is determined by the type of activity proposed in the room and is given
in the following table:

Description of Activity in Room Occupancy  load
factor
Standing spectators’ area 0.3
Amusement arcade, assembly hall (including a general- 0.5
purpose place of assembly), bar (public area),
bingo hall
Concourse, dance floor, queuing area 0.7
Committee room, common room, conference room, 1.0

dining room, licensed betting office (public
area), lounge (other than a lounge bar), meeting
room, reading room, restaurant, staff room,

waiting room
Exhibition hall 1.5
Art gallery, dormitory, factory production area, museum, 5.0
workshop
Office 6.0
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Kitchen , library, shop sales area 7.0
Bedroom or study bedroom 8.0
Bed-sitting room, billiards room 10.0

The occupancy of specific teaching and event rooms with regard to fire safety requirements (pre-COVID
restrictions) can be found on the EHSS Fire Safety Website

11. Contractors

Any department that employs contractors or sub-contractors which work within University properties will be
expected to ensure that the contractors/sub-contractors comply with University fire safety measures.
This will include such as:

e all hot work being undertaken under a '"Hot Work' Permit which is issued by Estates;

e not blocking fire exit routes

e not leaving combustible materials or flammable materials (eg paint) in protected escape routes

e will comply with fire alarm evacuation requirements

o fire risks of work activities are highlighted in their Risk Assessments and Method Statements
(RAMS) with appropriate controls to eliminate or minimise the risks of fire

e Minimal use of equipment which generate ignition risks. All such equipment eg welding equipment
will need to be justified and a suitable RAMS produced.

It will be expected that the employer of such contractors will do periodic inspections of the contractor's
activities to ensure they are complying with University fire safety standards.
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12. Fire Safety Monitoring

12.1 Reporting Fire and Fire Related Incidents

All fires, false activations, faulty fire safety equipment and all attendances of the Scottish Fire and
Rescue Service must be reported to the Director of EHSS as soon as is reasonably practicable
after the event. Such incidents should be reported on the Fire Incident form on the EHSS Website

Minor incidents should be investigated locally to identify:

e The immediate cause of the event - ie what happened

e The Underlying cause which would be events leading up to the incident (eg the presence of
an ignition source next to a source of fuel)

e The root cause of failure which could be due to for example, failure of management, poor or
no maintenance, poor or no training etc.

All such internal investigations should be forwarded to the Director of EHSS.

Serious incident will be investigated by the Director of EHSS or their depute.

A 6 monthly review of fire (and other accident statistics) will be sent to Schools/Units to identify
potential underlying failings.

12.2 Fire Safety Inspections

All Schools / Units should undertake fire safety inspections of their properties on a regular basis, at
least every quarter. These fire inspections should use an appropriate checklist (See Appendix 4)

to ensure:

There is a good housekeeping;

Fire escapes including corridors / stairways (inside and outside) are not blocked;
There is no excessive amounts of highly flammable materials being stored in
work areas;

All significant ignition sources are properly managed,;

All fire doors are in good condition

All compartments are not breached

Where there are structural failings, then Estates should be notified. Where there is a management issue
(eg a blocked escape route, poor housekeeping etc, then the School/Unit will b