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FRITWELL VILLAGE HALL CIO 

FIRE SAFETY POLICY 

1. Introduction 

The Building Safety Act 2022 Section 156 amended the Regulatory Reform (Fire Safety Order) 2005 

and came into effect in October 2023. It requires that all responsible persons should carry out and 

record a Fire Risk Assessment (FRA) in full and share it with all hirers.  

 
2. Aims of the Policy 

2.1. To ensure the safety of all who use the Village Hall. 

2.2. To ensure that trustees and hirers are aware of measures in place to prevent a fire 

occurring.  

2.3. To ensure that trustees and hirers are aware of procedures in place to ensure the safety of 

users in the event of a fire.  

2.4. To comply with the law.  

 
3. Responsibilities 

3.1. All the trustees of the CIO share the role of Responsible Person, and all have the 

responsibility of reducing the risk of fire on the premises, providing evacuation procedures 

in the event of a fire, communicating these with hirers and other users of the Hall. 

3.2. Hirers have the responsibility for the safety of those in the Hall during the hours of the 

hiring and of familiarising themselves with this policy, the Fire Risk Assessment, the Fire 

Action Plan, and the evacuation procedures. They will be responsible for reporting any 

concerns relating to fire safety to the trustees. 

 
4. Fire Prevention 

4.1. Fire Risk Assessment: (See Appendix A) Trustees will arrange for a full FRA to be carried out 

by a suitably qualified person every four years. All trustees and regular users should have a 

good understanding of the FRA. 

4.2. Trustees will act on any recommendations within the specified time scale as far as is 

practicable.  

4.3.  The FRA will be shared with Hirers and a hard copy will be displayed in the Hall.  

4.4. Monthly checks on equipment will be carried out by trustees and recorded in the Fire 

Safety Logbook which is kept with the First Aid Box and Accident Log 

4.5. 3 smoke alarms are installed. 
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4.6. Waste Bins are kept away from the entrance door, and all fire exits will be kept clear of 

obstruction from plant pots or other equipment. 

4.7. Electrical Installations are inspected on a regular basis and PAT testing of electrical 

equipment carried out annually. 

4.8. Terms and Conditions of Hire state that: a Trustee must give permission before any internal 

decorations that may contain combustible materials are used; hirers must ensure that any 

allowed decorations are not placed near light fittings or heaters; highly flammable 

substances should not be brought into, or used, in any part of the premises without the 

express permission of a Trustee. 

 
5. Procedures in the Event of a Fire 

Trustees recognise that despite fire prevention precautions being in place it cannot be assumed 
that a fire will never break out. 
 
IN THE EVENT OF A FIRE, THE SAFETY OF LIFE WILL OVERRIDE ALL OTHER CONSIDERATIONS 
 
5.1. Fire Safety Action Plan (See Appendix B): will be approved by trustees and displayed in the 

Hall. It provides details for sounding the alarm, evacuating the Hall, meeting points, 

contacting emergency services. The kitchen door key will be in the door when the Hall is in 

use. 

5.2. Fire Exit Doors will be clearly labelled and kept clear during events 

5.3. Emergency Lighting is in place throughout the Hall to assist evacuation of the Hall 

5.4. Fire Extinguishers are to be found at the entrance to fire doors and inside the door to the 

kitchen. A fire blanket is in the kitchen, near the First Aid Box. The equipment will be 

serviced and maintained on a regular basis 

5.5. Monthly checks will be made by trustees and recorded in the Fire Safety Logbook to ensure 

safety and effectiveness of equipment. 

 
6. Training 

Trustees recognise that the Hall is small space and so should be easy to carry out the necessary 
procedures without any specific training. 
 

7. Review 

7.1. The policy will be amended where necessary to take account of changed circumstances or 

further assessments 

7.2. The policy will be reviewed annually along with other policies 
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Appendix A 

This Fritwell Village Hall Fire Safety policy has been formulated following a Fire Risk Assessment  

• Fire Risk Assessment Ref: RB-61GPGV– FRITWELL VILLAGE HALL CIO Click here to view * 
 

It has also generated two supporting documents which all Hirers must confirm they have read & 

understood: 

• FVH Fire Evacuation Plan - click here to access * 

• FVH Fire Evacuation Procedure – click here to access * 
 

*Copies of these documents & all FVH Policies, particularly that Hirers must read & understand can 

also be accessed using this QR code 

 

  

http://www.fritwellvillagehall.co.uk/
https://www.fritwellvillagehall.co.uk/wp-content/uploads/2025/01/Fire-Risk-Assessment-RB-61GPGV-Assessed-2024-10-25-For-Fritwell-Village-Hall-CIO-RB-ZSJ826.pdf
https://www.fritwellvillagehall.co.uk/wp-content/uploads/2026/03/FVH-Fire-Evacuation-Plan-V1.0-Jan-26.pdf
https://www.fritwellvillagehall.co.uk/wp-content/uploads/2026/03/FVH-CIO-Fire-Evacuation-Procedure-V2.0-Jan-2026.pdf
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Appendix B 

What to do in the event of a Fire 

 It is essential that you follow these instructions in the 

event of a fire. Please familiarise yourself with this 

procedure to minimise potential problems in the 

event of an emergency 
 

• Turn on the lights if necessary and make sure any noise making equipment (i.e. 
Disco / Stereo) is turned off so that people can hear essential information and 
evacuation instructions. 

• Point out the Fire Exits (plan available in Village Hall lobby) and instruct people 
to keep calm and evacuate the hall in an orderly manner. 

• Ask people to assemble on the grass/pavement outside the perimeter fence to 
the front of the Village Hall. It is essential that everyone then remains at the 
assembly point so that all attendees can be accounted for. 

• Always check the toilets to ensure nobody is in there. 

• Make sure that the roller hatches and door into the kitchen are closed to 
minimise the risk of the fire spreading if safe to do so. 

• Once you are sure that the hall has been cleared of people call the fire brigade 
on 999 if someone has not already done so. 

• Make a headcount at the assembly point and make sure everyone is accounted 
for. Inform the fire brigade if anyone is not accounted for. 

• Please inform either of the following trustees of the Village Hall CIO that there 
is a fire and that the fire brigade has been called: 

o Cass Miller Jones (Chair) on 07880 190898 
o Helen Metcalfe (Secretary) on 01869 346697 
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