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FIRE SAFETY MANAGEMENT 

 
STATEMENT OF INTENT 

 
………………………………………………… believes that ensuring the health and safety of staff, visitors, 
service users and all relevant persons from fire accident is essential in work activities.  
 
We are committed to: 
 

1. Preventing accidents and work related ill health. 

2. Compliance with statutory requirements. 

3. Assessing and controlling the risks that arise from our work activities. 

4. Providing a safe and healthy working and learning environment. 

5. Ensuring safe working methods and providing safe working equipment. 

6. Providing effective information, instruction and training. 

7. Monitoring and reviewing our systems and prevention measures to ensure there effectiveness. 
 

8. Ensuring adequate resources are made available for health and safety issues, so far as is reasonably 
practicable. 

 
 
A Fire Safety Management procedure will be initiated to ensure the above commitments can be met.  
Employees throughout the department must play their part in the creation of a safe and healthy working 
environment for all. 
 
 
 
 
 
Signed: ___________________________________   Date:  __________________ (Managing 

Director / Chief Executive Officer 
 Employer / Owner) 
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1 INTRODUCTION AND SCOPE 
 
1.1 Fire is a potential hazard in any part of the premises. This hazard to the health, safety and lives of 

occupants, damage to or loss of property. It is consequently interruption to normal business 
activities.  

 
1.2 Managing the risk of fire requires fire safety precautions involve in a combination of appropriate 

prevention and protection measures depending upon utilization of building and occupancy, the type 
fire risks and the legal obligations as the employer, occupier / owner or ‘responsible person’.  

 
1.3 This fire safety management procedure and fire emergency plan applies to all premises which are 

to any extent under the control of the premiss as the employer, owner or principal occupier. Its 
requirements extend to all persons at those premises including staff, visitors and contractors 
whether permanently or temporarily engaged.  

 
1.4 Where premises are jointly occupied or shares control of premises with other employers then the 

arrangements for fire safety and maintenance will be coordinated, communicated and documented. 
In these premises the fire safety arrangements and procedures of the principal or host occupier 
shall apply or local variations agreed by all relevant parties and relevant persons.  

 
1.5 This fire safety management and fire emergency plan applies to all other staff working in premises 

employed by any other employer. In this respect other staff will comply with these relevant fire 
safety arrangements and policy.     

 
1.6 This premis will, so far as is reasonably practicable, and in accordance with legal obligations and 

standards, in respect of every premises to:  
 

− provide and maintain passive and active fire prevention, protection and measures according to 
the purpose or use of the building, the numbers of occupants and the activities or processes 
undertaken therein; 

 
− provide comprehensible and relevant information to staff and others, through the provision and 

availability of emergency instructions or fire safety plans and the risks identified by relevant risk 
assessments; 

 
− provide a programme of fire safety training; 

 
− carry out and keep under review a fire risk assessment to analyse building and process fire 

risks, the existing preventive and protective measures and to identify areas for improvement; 
 

− have in place a programme of works to improve or maintain the existing fire safety 
specifications; 

 
− identify a sufficient number of persons, whether staff, security or others, to be present at all 

times the building is occupied with responsibility for initiating the fire evacuation procedure and 
provide information and assistance to the fire service;  

 
− where appropriate, to prepare and keep under review risk assessments in relation to the use, 

storage, handling, disposal and transportation of dangerous substances and ensure that, so far 
as is reasonable practicable, the risks associated with dangerous substances are reduced or 
controlled.  
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2 PRACTICAL FIRE SAFETY ARRANGEMENTS 
 
2.1 Management action of passive and active fire precautions are essential. 
 
2.2 Passive fire precautions are concerned with the physical conditions in premises.  Related with 

designed to facilitate containment of fire by following; 
(a) design,  
(b) construction and layout,  
(c ) effective communication ; and 
(d)  safe evacuation. 
 

2.2.1 Including materials specification, design, construction and inspection of buildings, fire doors 
and escape routes taking into account the needs of pupils, service users, people with 
disabilities, contractors, the public, etc. 
 

2.2.2 Appropriate safe and secure location of building services e.g. gas and electricity. 
 

2.2.3 Provision of clear fire safety signage for escape routes and final exits in conformity with the 
Health and Safety (Safety Signs and Signals) Regulations 1996 and Disability 
Discrimination Act 1995. 

 
2.2.4 Provision of prominently located fire action notices (e.g. by fire alarm manual break glass 

points) to inform people of the action to be taken in the event of fire; and  
 

2.2.5 Education and training of staff in fire safety arrangements, in particular evacuation 
procedures and drills. 

 
2.3 Active fire precautions are those features of the fire safety management procedure that detect and 

operate in the event of a fire, including fire alarm systems, emergency lighting systems and fire 
fighting equipment as following. 
 

2.3.1  Installation, maintenance, inspection and weekly testing of fire alarms; 
 

2.3.2 Appropriate design, location, operation, monthly inspection and annual testing of adequate 
(emergency) lighting systems for fire escape routes; 

 
2.3.3 Provision, use, appropriate type and location, and annual maintenance of portable fire 

extinguishers. 
 

2.3.4 A quarterly / six monthly / annual premises fire safety inspection will be carried. 
 
2.4  Fire Safety Management Plan Strategy (Appendix 1) involves: - 

 
▪ Effective planning, organisation, control, monitoring and review of protective and 

preventative measures; 
 

▪ Fire safety risk assessments and building audits 
 
▪ Fire safety systems and maintenance 
 
▪ Fire warden and staff training 
 
▪ Fire evacuation drills 
 
▪ Building design, alterations and commissioning  
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3 FIRE RISK ASSESSMENT  
 
3.1 Fire Risk Assessments are a structured approach to determining the risk of fire occurring in a 

premises or from a work activity, and identifying the precautions necessary to eliminate, reduce or 
manage the risk. The outcome of the risk assessment must be incorporated in the fire emergency 
plan. 

 
3.2 Fire Risk Assessments must be carried and reviewed regularly out (recommended to be annually) 

or when there is any building alteration or change of occupation and use of the premises, or 
following a fire incident/emergency, etc.  

 
3.3 The risk evaluation and appropriate control measures to be taken into account will include those 

practical fire safety arrangements outlined above. The methodology adopted will be: 
 
   High Risk  = Work to be completed within 4 to 8 weeks 
   Medium Risk = Work to be completed within 6 months 
   Low Risk  = Work to be completed within 1 year 
 
3.4 Risk assessments must take into account those who could be affected, e.g. numbers involved, their 

location, physical and mental capabilities and employees of organizations with whom a workplace 
is shared. The significant findings of the fire safety risk assessment will be made known to all other 
responsible persons as appropriate.  

 
3.5 Where appropriate, an individual Personal Emergency Evacuation Plan (PEEP) must be developed 

for staff, visitor or service users who have known disabilities that will impact on their ability to 
evacuate the particular premises. 

 
3.6 Maintenance of fire safety systems will ensure that Fire Maintenance Contractors are fully inducted 

for safe work practices and are fully qualified to carry out maintenance on fire safety systems and 
will include: - 

 
­ Fire detection and warning  system 
­ Emergency lighting 
­ Fire fighting facilities 
­ Emergency routes and exits 
­ Fire safety signs and notices 
­ Portable electrical appliances (PAT) and premises installation testing (5 yearly) 

 
3.8 Fire Warden and staff training are provided through premis who conducts a number of courses 

annually. The course is delivered by a qualified competent person. It is the responsibility of all Fire 
Wardens to attend one refresher training annually on one of the dates available. Appendix 3 and 4 
is an examples template to record fire safety training programme and staff training record. 

 
3.9 Fire evacuation exercises will be carried out each term / 3 monthly 6 monthly / annually within 

individual premises.    
 
3.10 Provisions will be made for the safe evacuation of disabled people. 
 
3.11 Fire evacuation of a building will be in accordance with established procedures in the fire 

emergency plan. In the event of a fire alarm outside of normal business hours, building occupants 
are to evacuate the building. All staff, visitors and contractors will be made aware of the fire 
procedures. 

 
3.12 All building design work shall comply with relevant codes and standards. New building works and 

refurbishment projects that include fire safety equipment and systems will be permitted prior to any 
work being carried out by the Chief Executive / Managing Director/ HSEA. 
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3.13 Testing of building passive and active fire evacuation systems are to be conducted by HSEA at 

agreed appropriate times during normal hours and in line with current test standards. All building 
fire wardens will be trained in the use of the evacuation system and operate from pro-forma 
instructions based  fire emergency plan. 

 
3.14 Fire wardens will report any faults or problems to their respective Chief Wardens who will forward 

the details to the Fire Safety Officer / Health and Safety Advisor (HSEA). 
 
3.15 A fire safety log book will be kept to record the details of all tests on passive and active 

preventative and protective measures, as well as training and fire drills. 
 
3.16 To help make it manageable throughout the year an annual management cycle reflecting these 

elements.  The cycle timetable is recommended below and information on each stage follows. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Stage Two 
 

Plan and Implement 
Aug-Nov 

Stage Three 
 

Monitor/Measure 
Performance and 

Report 
Dec-Feb 

Stage One 
 

Review/Create Policy 
and Organise 

Mar-July 
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4 ORGANIZATION AND CONTROL 
 
4.1 Specific named individual responsibility for overall responsibility for Fire Safety, maintenance, 

Emergency Plans and Staff Training are listed  in Appendix 5. 
 
4.2 Chief Officers / Managing Directors / HSEA will: 
 

− ensure that this fire safety practice are in place, properly implemented and reviewed. 
 

− ensure that a Responsible Person is appointed for all of their premises to oversee and 
implement fire safety arrangements, and ensure that they are competent and appropriately 
trained to undertake their duties; 

 
− ensure that arrangements are in place for the completion of fire risk assessments, including, 

where appropriate, technical surveys in respect of fire protection; 
 

− ensure that fire, security, and health and safety arrangements at each premises are 
complementary. 

 
4.3 Managers / Section Heads / Department Managers/HSEA with responsibility for premises or parts 

of premises will: 
 

− ensure that fire risk assessments are carried out for all their workplaces, and for specific 
activities such as hot working involving welding, cutting, work with bitumen, etc; 

 
− ensure, in conjunction with the outcome of the fire risk assessment that the optimum number 

and type of fire extinguishers are installed in appropriate locations; 
 

− ensure that fire alarm and detection systems, emergency lighting and fire extinguishers are 
appropriately located and properly maintained; 

 
− ensure that a robust and effective emergency plan is in place at each location to safely 

evacuate all persons, whether employees, visitors or service users. this emergency plan must 
take into account people with mobility, some sensory and some learning impairments, including 
those with temporary impairments, which will affect their ability to use stairs or otherwise 
evacuate premises promptly. the plan must be internally deliverable and not reliant on the Fire 
and Rescue Service to complete the evacuation; 

 
− arrange for the emergency plan to be issued to their employees, visitors, etc. to inform them 

what to do in the event of fire, particularly safe evacuation; 
 

− arrange for a competent responsible person (who may also be the premises coordinator) to be 
nominated to oversee and implement fire safety arrangements at their workplace(s) on their 
behalf; 

 
− ensure that if there is any doubt about the provision of new or replacement fire extinguishers; 

 
− ensure that staff are appropriately trained in fire safety procedures to reflect the requirements of 

the fire risk assessment; 
 

− ensure that a copy of the current fire risk assessment for their premises is readily accessible, its 
provisions complied with; 
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− ensure that fire risk assessments are reviewed at least annually or whenever there is any 
building alteration, change of occupation or use of the premises or following an incident 
involving fire; 

 
− ensure that effective arrangements are in place for contacting the emergency services; 

 
− ensure that the Fire and Rescue Service are aware of any significant hazards associated with 

the premises e.g. oxygen cylinders, storage of petrol, etc; 
 

− confirm that their quarterly premises fire safety inspections address fire safety arrangements; 
and 

 
− liaise with the local trade union safety representative, where appointed, on all aspects of the 

above arrangements. 
 
4.4 The Competent Persons (who must be competent to carry out this role) must: 
 

− assist and support with the preparation and review (at least annually) of fire safety risk 
assessments; 

 
− ensure compliance with the outcomes of the Fire Risk Assessment and that the necessary 

control measures are implemented; 
 

− prepare and review the emergency plan issued to all staff; 
 

− ensure information on fire safety arrangements is available to service users and visitors; 
 

− ensure all staff and, where appropriate, contractors are instructed in the emergency plan. 
 

− arrange and review fire drills at a frequency of not less than six months; 
 

− specify and rehearse the arrangements for assisting visitors, disabled people or those with 
temporary physical impairments to safely evacuate the premises. Where appropriate, a PEEP 
must be developed; 

 
− ensure Fire Alarms are regularly tested at the recommended frequency e.g. weekly; 

 
− monitor that fire alarm systems, detection devices, emergency lighting and fire extinguishers are 

appropriately and regularly maintained; 
 

− keep the fire log book or equivalent up to date; 
 

− ensure that fire action notices (displayed as a minimum at fire alarm call points) and fire signage 
are appropriate and kept up to date; 

 
− ensure all escape routes are kept clear of obstructions and that access to fire extinguishers and 

fire alarms is not impeded; 
 

− ensure that the annual testing of portable electrical equipment and periodic testing (5 yearly) of 
the fixed electrical installations has been carried out, and 

 
− ensure that quarterly fire safety inspections of the premises are carried out and that these 

address fire safety arrangements. 
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4.5 Employees must: 
 

− ensure they are familiar with the emergency plan for their workplace and co–operate by 
participating in fire evacuation/drill procedures and by observing practical fire safety 
arrangements; 

 
− know, and co-operate with, the responsible person for their workplace; 

 
− report to their manager or supervisor any concerns about fire safety; 

 
− be familiar with all escape routes; 

 
− not wedge fire doors open, nor block or obstruct them; 

 
− be aware of the action to be taken on discovering a fire, hearing a fire alarm, for raising the 

alarm (including the location of fire alarm call points) and calling the fire and rescue service; 
 

− promptly evacuate the premises, in accordance with the emergency plan, to a place of safety 
without putting themselves and others at risk, and NOT attempt to extinguish a fire unless they 
have been specifically trained; and 

 
− comply with the No Smoking legislation. 

 

5 MONITORING    

 
5.1 The following Key Performance Indicators will be used to monitor the effectiveness of the Fire 

Safety Management Plan: - 
 

i. Number of fires recorded annually / number of fire related incidents. 

ii. Achieving set schedules and time frames (evacuation drills and building audits). 

iii. Measuring the number of Fire Service call outs against cause. 

iv. Number and nature of enforcement, alterations or prohibition notices from statutory 
authorities. 

v. Quarterly / six monthly/ annual premises inspection and meetings to ensure actions and 
progress are made. 

vi. Annual audit of all fire systems by the chief executive / managing director/HSEA.  

 
6 REVIEW   
 
6.1 Annual audit of all fire systems by the chief executive / managing director/HSEA to ascertain 

compliance with not only statutory provisions but with this Fire Safety Management Plan. 
 
6.2 Active reviews will take place quarterly prior to any likely accident or event  
 
6.3 Reactive reviews will take place following a fire safety event occurring 
 
6.4 A review will also be undertaken following a fire, changes to the premises construction and 

facilities, new procedures, new equipment, new materials and changes in staff numbers and roles 
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7 Fire Emergency Plan 
  
All aspects of the plan will consider out of hours occupation and identify where there would be differences 
e.g. personnel; locked doors; fire equipment, signage, different escape routes etc. 
 
7.1  Training and Training Provision 
 
Chief Executive / Managing Director/HSEA shall  identify any training needed and how it will be provided. 
This should include the following: - 
 

­ Staff identified as trained in the use of fire equipment. 

­ Staff identified as trained in the use of the fire panel. 

­ Staff identified to register visitors at the assembly point(s). 

­ Staff identified as having duties specific to the type of evacuation. 

­ Method of ensuring everyone understands how to operate the fire alarm. 

­ Method of ensuring everyone has sufficient instruction and training for fire evacuation. 

­ Method of ensuring visitors / contractors have sufficient information on procedures in the event of 

an emergency evacuation. 

 
7.2  Information Distribution  
 
Detail the method(s) of informing personnel (incl. visitors / contractors) of escape routes. This should 
include the following: - 
 

­ Instruction  

­ Training 

­ Emergency exit / route signage 

­ Fire action Notices  

­ Include method of informing personnel of an alternative escape route should the main one be 

blocked or inaccessible. (Consideration should also be given to a route that leads past a potential 

arson attack areas, such as near rubbish skips.) 

­ The  Emergency Plan 
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7.3  What People / Staff Should Do If They Discover a Fire 
 
Flowchart is shown action can be taken during the fire events. 

 
 
 
7.4  What People / Staff Should Do If They Hear the Fire Alarm 
 
If you also have responsibilities for assisting persons with Personal Evacuation Plans respond as 

identified in the Plan. If not then:- 
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7.5  Contacting the Emergency Services 
 
Detail: - 
 

­ Who will contact the emergency services? 

­ What are the means of calling the emergency services? For example by mobile telephone or 

landline 

­ Include a method in the event of a power failure 

 

7.6  Identify Processes, Machines or Power That Must Be Shut Down 

 
This should include the following where appropriate: - 
 

­ Staff responsible for ensuring any hot work equipment is turned off 

­ Science labs 

­ Technology departments 

­ Welding  

­ Cookery 

­ Kitchen 

 
7.7.  Specific Arrangements for Any High-Risk Areas 
 
For Example: - 
 

­ Boiler room 

­ Chemical storage areas 

­ Gas storage 

­ Generators 

­ Work processes  

 
7.8  Emergency Services Liaison Procedures 
 

­ Who will liaise with the emergency services on arrival? 

­ What information will they have and how will they get it? 

­ How will the person, identified above, direct the emergency services to the emergency? i.e. will 

they meet them at the gate or at a pre-determined place? 

­ How will the emergency services be able to identify this person? e.g. hi-viz vest, armband etc 

­ If anyone is missing and where they were last seen 
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7.8.1 Specific Information for the Emergency Services 
 
How will the emergency services be given specific information as in the figure below. 
 

 
 
7.8.2 Location of information 
 
Detail: - 
 

­ Where will the information be kept on risks 

­ E.g. Maps / sketches / alarm identification?  

­ For example - held near the fire panel.  

 
7.8.3 Accounting for Personnel 
 

­ How will all people be accounted for?  

­ Staff; pupils; Visitors; Contractors 

­ How will the Emergency situation manager be informed? 

­ Who will ensure that all personnel are accounted for? 

­ How will this be managed if there is more than one assembly area? 

­ What is the procedure if someone is missing?  

­ How are the emergency services informed? (Note: Only the Fire Service personnel with 

appropriate breathing apparatus can enter the building if there is a person identified as missing) 

 

7.9   Escape Routes  
 
A map or diagram should be included for ease of reference. Include other relevant information such as 
details of fire fighting equipment provided, location of designated 'Safe Refuges', types and location of 
emergency exit signs, locations of manual break glass points and emergency lighting. 
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7.10  Assembly Points  
 
Give the locations of assembly points, including: - 
 

 
 
 
7.11 Identify Persons Especially at Risk 
 

­ Identify lone workers, contractors and the areas where they may be at risk 

­ Include methods of escape and identify how they will be located 

­ If there is sleeping accommodation on site, identify the method of ensuring that they are safely 

out of the building and accounted for. 

 
7.12  Evacuation Arrangements for Disabled People 
 

The safe and effective evacuation of disabled people needs careful thought. Management procedures 

need to be in place which takes account of the various scenarios that may arise. For example, the 

procedures adopted for people with a disability are employed in the building will be different to those for 

person with a disability visiting the building that will be unfamiliar with its layout. 

 

Systems of evacuation that may be implemented include: - 

 

− Progressive Horizontal Evacuation. This system can be used in buildings with a phased alarm 

system. It involves a person passing from one 'fire compartment' into another that is not part of the 

initial evacuation zone. A ‘fire compartment’ is a part of a building separated from other parts of the 

same building by fire-resisting walls, ceilings, floors and doors of 60 minutes fire resisting construction. 

 

− Evacuation by Lift. This method is only possible where lifts have a secondary power supply/battery 

backup and a structurally protected lobby shaft (often called 'fire-fighting lifts'). These are specially 

constructed lift with special features and are not the same as ordinary lifts in most buildings. 

 

− Evacuation by Stairs. This method involves the use of equipment such as special evacuation chairs, 

but is usually only possible if people are being evacuated downwards or horizontally. 
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− Use of Refuges. BS5588: Part 8 defines refuges as: ‘Relatively safe waiting areas for short periods. 
They are not areas where disabled people should be left alone indefinitely until rescued by the fire 
brigade or until the fire is extinguished’. (This should not be confused with the use of refuges in 
progressive horizontal evacuation) 

 

A refuge is an area that is separated from the fire by a fire-resisting construction and has access via a 
safe route to a final fire exit and be clearly marked up with appropriate signage. It provides a temporary 
space for people to wait for others who will then help them evacuate. 

 
 
Identify the method of ensuring that persons with any disability (permanent or temporary) are evacuated 
or taken to a designated 'Safe Refuge’ (if one is in place), until they can be evacuated in safety. Identify 
what communication channels will be used to ensure that persons in the 'Safe Refuge' are kept informed 
about what is happening. 
 
Designate responsibilities for persons at special risk and: - 
 

­ Who is responsible for ensuring that personnel at special risk are conducted to a place of safety 

or refuge until they can be evacuated in safety?  

­ Have they had any specific training e.g. using the 'evacuation chair'?  

 
7.13   Visitors and / or Contractors 
 
In many buildings, visitors will be present on a regular basis. Other people, such as contractors, cleaners, 
etc. may be present on a regular, or ad-hoc basis. Any of these people could require assistance to 
evacuate the building and they all need to be taken into account when defining emergency procedures 
and responsibilities. 

 
In buildings not open to the public, arrangements should be made to ensure that visitors are logged in 
and out of a building, using a visitors book or similar. The person hosting the visitor should ensure that 
they are made aware of fire evacuation procedures for the premises. In the event of a fire evacuation, the 
person hosting the visitor(s) is responsible for escorting them to the fire assembly point. 
 
Contractors should also be logged in and out of premises. Unless they are to be constantly supervised by 
staff or nominated personnel, they should also be given information about the site's fire evacuation 
procedures that they should then follow in the event of a fire evacuation.  
 
This should include the following: - 
 

­ Visitors on site for evening classes, open evenings, school plays etc. 

­ A method of ensuring that all visitors are evacuated and accounted for. 

­ Methods of control for example: using ushers / fire marshals, registers / head count, buddy 

system for personnel with disabilities etc.)  

 
7.14  Staff with Specific Responsibilities  
 
Give the name (post) and duties of identified personnel in the event of a fire or other emergency. E.g. the 
fire marshals / fire wardens, ushers  
 
This should include backup personnel in the event that identified personnel are not available. 
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7.15  Overall Control 
 

­ Who is in overall control of the emergency situation and what are their responsibilities? 

­ Who records the emergency situation and actions taken? 

 
A senior person should be nominated to: - 
 

− Take overall control of the evacuation 

− Ensure that other people with specific duties have taken relevant action 

− Account for all persons in the premises 

− Liaise with the Fire and Rescue Service 

− Initiate any additional response in relation to the care of people with special needs  

 
7.16  Fire Wardens 
 
Fire warden are valuable in any premises and vital in large ones. Fire Fire Wardens should always be 
given responsibility for a specific area, i.e. a floor or a section, and will have general duties in an 
evacuation such as: - 
  

­ Who are the Fire Wardens and what are their responsibilities? 

­ Do they 'sweep' the building on their way out?  

­ Do they carry out ‘first aid’ fire fighting if trained and safe to do so 

­ How do they ensure they do not work alone and put themselves at risk? 

­ Proceed to the assembly point close doors on route 

­ Helping the person in overall control of the evacuation by confirming their area has been checked 

 
7.17  Fire Fighting 
 

­ Who is trained to use the fire fighting equipment? 

­ What are their responsibilities? 

­ Where is fire fighting equipment located? 

 
7.18 Fire Control Panel 
 

− Who will check the fire panel?  

− What is their next step?  

− What do they do with the information? 

− Who is responsible for silencing and resetting the panel and on what occasions? 

 
7.19  Contingency Plans  
 
Have contingency plans for when life safety systems such as evacuation lifts, fire-detection and warning 
systems, sprinklers or smoke control systems, emergency lighting or building power system are out of 
order. 
 
 



  
 

 

UNIVERSITI TEKNOLOGI 
MALAYSIA 
UTM-OSHE 

UTMOSHE-P0820-A06-
GFMP 
Page  : 17 of 26 
Revision  :  00 
Date  :  09 September 2020 

GUIDLINE FIRE SAFETY MANAGEMENT AND FIRE EMERGENCY PLAN 
 
As part of your emergency plan it is good practice to prepare post-incident plans for dealing with 
situations that might arise such as those involving: - 

 
­ unaccompanied children; 

­ people with personal belongings (especially valuables) still in the building; 

­ people wishing to rejoin friends; 

­ getting people away from the building (e.g. to transport); 

­ inclement weather; or 

­ the building cannot be re-entered / reoccupied. 

 
7.20  Re-Entering the Building 
 

­ How people be prevented from re-entering the building? 

­ How will people know when they can re-enter the building? 

­ Note: If the emergency services have been called then the Senior Fire Service Officer is 

responsible for giving permission for re-entry to the building 

 
 
7.21 Contingencies If Not Re-Entering the Building 
 

­ Are there arrangements in place if the building cannot be re-entered? 

­ Consider weather conditions, time of year, length of time before re-entry is possible etc. 

­ Personnel will remain in the assembly area or be relocated to……….. 

­ Staff identified to monitor / escort the pupils / service users during this time are…… 

­ Staff identified to ensure that all pupils / service users have arrived at the relocation point are….. 

­ Method of contacting parents or guardians if the pupils are sent home is……….. 

­ Procedures to ensure the safety of pupils / service users that cannot be sent home or relocated 
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EXAMPLE FIRE SAFETY 
MANAGEMENT 

STRATEGY 

Fire  
Evacuation  

Drills 

Fire Safety Inspections 
and Audits 

Building Design  
and Alterations 

Fire Safety  
Systems Maintenance 

Fire Warden 
Management 

 
− Statutory Compliance     
− Condition Assessment 
− Fault Management 
− Corrective Maintenance 

 

Coordination 

 
− Training 
− Fire Extinguishers 
− Fire Safety Awareness 
− Induction 
− Database 

 

Each Premises  
at Least Annually 

 

Fire Safety Training 

 

Each Premises 
Quarterly 

 
− Fire Safety Risk 

Assessment 
− Housekeeping 
− Maintenance Records 
− Insurance Requirements 

Fire Safety Design 
Standards 

Premises Design 
Documentation and 

Handover Certification 
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 (Refer UTMOSHE-P0820-F03-FSC) 
 

EXAMPLE FIRE SAFETY MAINTENANCE CHECKLIST 
 

Bangunan / Kawasan :  

Tarikh / Masa              :  

Nota: Dokumen ini merangkumi senarai semak untuk membantu pemeriksa menilai keselamatan kebakaran di permis dalam 
kampus UTM. Cadangan penemuan lain dan tindakan pembetulan hasil dari pemeriksaan yang dibuat hendaklah dicatatkan 

di akhir senarai semak. 

 

Perkara  Ya Tidak Tidak 
berkaitan 

 
PINTU  KELUAR 

/PINTU 
RINTANGAN API 

6. Adakah 

1.  Pintu dibuka selari dengan arah keluar?    

2.  Adakah pintu dipasang dengan sitem 
automatik? 

   

3.  Adakah pintu berada dalam tertutup rapat?    

4.  Adakah pintu keluar dan pintu rintangan 
api terhalang?  
 

   

 
5. Adakah pintu di kunci semasa premis 
digunakan? 
 

   

6. Adakah pintu keluar mencukupi (min 2 pintu 
keluar) 

   

LALUAN KELUAR  1. Adakah laluan / pintu keluar mempunyai 
papan tanda KELUAR? 

 

   

2. Adakah laluan keluar terhalang    

Pe PELAN 
TINDAKAN / 

LALUAN 
KECEMASAN  

1. Adakah pelan tindakan / laluan kecemasan 
diwujudkan 

 

   

2. Adakah dipamerkan dengan jelas dan 
mudah dilihat? 

   

Tempat Berkum TEMPAT 
BEKUMPUL  

1. Adakah tempat berkumpul diwujudkan    

2. Adakah papan tanda dipamerkan dengan 
jelas dan mudah dilihat? 

   

TANGGA 1. Adakah tangga terhalang?    

 
KORIDOR/ 

LALUAN 

1. Adakah koridor  dan laluan  terhalang, tidak 
terurus?  

   

2. Adakah koridor dan laluan berkeluasan 
sekurangnya 1.0m lebar?  
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Perkara  Ya Tidak Tidak 
berkaitan 

ALAT PEMADAM 

API 
1. Adakah alat pemadam api sesuai dengan 

kegunaan premis, berada pada lokasi yang 
sesuai , pengesahan dari BOMBA dan 
belum tamat tempoh? 

  

   

2. Adakah alat pemadam di gantung atau 
diletak dalam kabinet yang diluluskan ( 
tidak lebih dari 1.5m jarak dari bawah).  

 

   

3.  Adakah alat pemadam terhalang? 
   

4. Adakah premis dilengkapi dengan 
lightning arrestor untuk mengelakkan litar 
pintas ketika kilat? 

 

   

 
GELUNG  HOS 

1.  Adakah gelengdong hos berfungsi?    

2. Adakah muncung & hosnya dalam keadaan 
memuaskan? 

   

3.  Adakah gelengdong hos terhalang?    

4.  Adakah control valve berfungsi?    

5.  Adakah gelengdong hos di selenggara 
setiap tahun? 

 

   

 

 

TANDA  KELUAR/ 
LAMPU 

KECEMASAN 

1. Adakah tanda keluar jelas?    

2. Adakah tanda keluar mengikut standard?    

3. Adakah lampu kecemasan berfungsi    

4. Adakah lampu kecemasan diuji (berkala 
setiap 3 bulan) Bukti penyelenggaraan 
 

   

5. Adakah arah tanda keluar mencukupi? 
 

   

 
SISTEM 

PENGGERA 

KEBAKARAN 

1. Adakah penggera kebakaran  utama atau 
sub-panel dalam keadaan yang baik? 

 

   

2. Adakah sistem penggera kebakaran 
terhalang? 

   

3. Adakah kabinet penggera kebakaran 
diselengara? 
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Perkara  Ya Tidak Tidak 
berkaitan 

 

SISTEM PEMERCIK 
API 

1. Adakah ruang kosong disediakan dibawah 
500mm dari pengesan kebakaran? 
 

   

2. Adakah diselengara secara berkala setiap 
3 bulan? (Bukti rekod pengyelenggaraan) 
 
 

   

 

PILI BOMBA 

1. Adakah pili bomba terhalang?    

2. Adakah pit cover terhalang?    

 

BAHAYA ELEKTRIK 

1. Adakah extension cords diperiksa oleh 
juruelektrik yang kompeten? 

 

   

2. Adakah terdapat tali / wayar yang 
disambung atau rosak? 

 

   

3.  Adakah terdapat suis / outlet yang rosak 
atau rosak? 

   

4. Adakah panel elektrik berlebihan / 
terhalang? 

   

5. Adakah pepasangan sistem elektrik 
menjalani Electrical @ Integriti Test oleh 
juruelektrik bertauliah selaras dengan 
keperluan Suruhanjaya Tenaga secara 
berkala 5 tahun (Bukti penyelenggaraan) 

   

6. Adakah peralatan elektrik (adaptor, 
multiple plug, extension cord) 
digunakan, selain jenis yang 
diluluskan oleh SIRIM? 
 

   

 

KEKEMASAN / 
STOR 

1. Adakah bahan mudah terbakar diletak 
dalam kabinet  yang sesuai dan dilabel?  

   

2. Adakah bahan mudah terbakar 
berhampiran dengan sumber api?  

   

3. Adakah papan tanda larangan merokok 
diletakan di ruang penyimpanan bahan 
mudah terbakar? 

   

4. Adakah bahan mudah terbakar hanya 
boleh di akses pada orang tertentu sahaja? 

   

5.  Adakah perudaraan yang baik di ruang 
simpanan bahan terbakar? 

   

6.  Adakah terdapat ruang dapur yang tidak 
didaftar? 

   

7.  Adakah laluan kenderaan bomba 
terhalang? 

   

8. Tanda larangan pembakaran sampah di 
pamerkan? 

   

9. Pengurusan barang untuk pelupusan 
dengan baik (disediakan tempat / stor 
sementara) 
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Perkara  Ya Tidak Tidak 
berkaitan 

PASUKAN PASUKAN 
PEMADAM 

KEBAKARAN 
Adakah  
Adakah  

Adak  

1. Adakah pasukan pemadam kebakaran 
diwujudkan? 
 

   

2. Adakah mereka dilatih  untuk menghadpi 
situasi kebakaran? 

   

3. Adakah latihan direkodkan?    

4. Adakah nombor mereka di pamerkan 
dengan jelas  untuk dihubungi sewaktu 
kecemasan?  

   

LAIN-LAIN 
1. Nama bangunan dapat dilihat dengan 

jelas? 

   

 

Maklumat Tambahan 

 

 
Status Pemeriksaan  

 

Lulus  Pemeriksaan Semula  

Nama Pemeriksa Jabatan Tarikh Pemeriksaan 

 
 

_______________________ 
 

Tandatangan 

 
 

_______________________ 
 

Cop 
 

 
 

Tarikh : 
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EXAMPLE FIRE SAFETY TRAINING PROGRAMME 

 
All employees will receive adequate fire safety training and all fire safety training sessions will be 
delivered by a competent person. There will one / two fire drills per year to test the fire safety training.  

 
Fire Safety Training Sessions 
 
New Employees:  Induction Programme 
 
Current Employees: One / Two training session per year 
 
Fire Wardens:   One / Two training session per year specific to their duties 
 
Managers: One / Two training session per year specific to their duties and 

including fire safety risk assessment, responding to fire hazards, fault 
reporting procedures, liaising with the fire service, record keeping, 
induction of new staff, fire safety policies and procedures. 

 
Fire Safety Training Topics 
 

− The significant findings from the fire risk assessment and fire safety policies; 

− What to do on discovering a fire; 

− How to raising the alarm, including the locations of fire alarm call points (break glass 
points); 

− The action to take upon hearing the fire alarm; 

− The evacuation procedure for alerting guests, residents and visitors including, where  

− appropriate, directing them to exits and assembly points at a place of total safety; 

− The arrangements for calling the fire and rescue service; 

− The location and , where appropriate,  the correct use of portable fire extinguishers and fire-
fighting equipment; 

− Knowledge of escape routes including stairways and especially those not in regular use; 

− How to open all emergency exit doors; 

− The appreciation of the importance of fire doors, keeping them closed and not wedged 
open to prevent the spread of smoke and heat, keeping escape routes unobstructed; 

− Where appropriate, isolating electrical power and gas supplies and stopping machines and 
processes; 

− The reasons for not using lifts (except those  specifically constructed as evacuation lifts); 

− The safe use of and risks from storing and working with highly flammable and explosive 
substances; 

− General fire precautions, fire awareness and good housekeeping practices; 

− The no smoking policy (where applicable); 

− Special provisions for assisting disabled people and any training needed; 

− Identifying fire hazards and fire incidents reporting procedures; and  

− Equipment fault reporting procedures. 
 
Fire Safety Training Records  
 
All fire safety training will recorded to include the date of instruction; the duration, name of the person 
giving the instruction, names of persons receiving the instruction; and the nature of the instruction and / 
or, drill. 
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 (Refer UTMOSHE-P0820-F01-DR) 
 

EXAMPLE FIRE SAFETY TRAINING RECORD 
 

A. DETAILS OF DRILL 

Date of Drill  Time of Drill  

Location of Drill  

Target / Goal of 
Drill 

 
 
 
 

B.  OBJECTIVES 

Training Objectives a) To provide employees the necessary training and experience in handling a fire 
emergency situation. 

b) To ensure the effectiveness of the emergency response teams (e.g. fire fighting 
team, first aid team, etc.) in responding quickly to an emergency  

Trainer  

Scope  
 
 

C.  PARTICIPATING 

Names Of Participating Company 
Fire Fighters * 
( If more, do separate attachments ) 

1. 2. 

3. 4. 

5. 6. 

Emergency Controller (EC)  

Fire Fighter Team Leader  

Names Of Participating First 
Aiders* 
( If more, do separate attachments ) 

1. 2. 

3. 4. 

5. 6. 

Attendance / Participating  
(Department) 
( If more, do separate attachments ) 

1. 2. 

3. 4. 

5. 6. 

7. 8. 

D.  EVALUATION OF DRILL 

Positive FIndings i) 
 
ii) 
 
iii) 
 
iv) 
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Observations / Area for 
Improvement 

i) 
 
ii) 
 
iii) 
 
iv) 
 

Recommendation / Action to be 
taken 

i) 
 
ii) 
 
iii) 
 
iv) 
 

 
 

Prepared : 
 
 

 Reviewed :  Approved : 

 
Date : 

  
Date : 

  
Date : 
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EXAMPLE FIRE SAFETY MANAGEMENT STRUCTURE 
 

The person with the overall responsibility for fire safety:- 
 
Planning:         Structure of organisation 
Organisation:  Setting objectives, policy and procedures  
Control:           Identify person responsible to tasks / actions 
Monitoring:     Checks and the implementation of standards 
Review:            Reviews of fire safety performance standards  

Responsible Person: 
 
 
 

Position: 
 
 
 

  

The person with responsibility for fire safety risk assessment: 
 

− Carrying out fire safety risk assessment 

− Review of fire safety risk assessments 

Competent Person: 
 
 
 

Position: 
 
 
 

  
The person with responsibility for the maintenance programme: 
  

− Fire detection and warning system 

− Emergency lighting 

− Escape routes 

− Fire safety signs and notices 

− Fire resisting walls, partitions and doors 

− Fire fighting facilities 

− Electrical appliances and premises installations 

Competent Person: 
 
 
 

Position: 
 
 
 

  

The person with responsibility for developing and reviewing the premises Fire 
Safety Management Plan which details the procedures to be taken by all staff, 
visitors, members of the public, service users and all relevant person in the event 
of fire. 

Competent Person: 
 
 
 

Position: 
 
 

 
 
 
 
 
 

 

The person with responsibility for staff training: 
 

− What to do in the event of fire 

− What to do upon hearing the fire alarm 

− Liaison with the fire service 

− Emergency shut down procedures 

− Fire fighting arrangements  

− The reason for good housekeeping practices etc 

Competent Person: 
 
 
 

Position: 
 
 

 


