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1. Policy Statement  

This policy applies to all Members of Kelvin Players whilst involved in Kelvin Players’ activities, and 

Associate Members or Friends of Kelvin.  A Member is someone who has paid a membership 

subscription for the current membership year or is otherwise an Honorary Life Member. 

Kelvin Players will ensure that in the event of a fire, the safety of life shall override all other 

considerations, such as saving property or extinguishing the fire  

 Kelvin Players will ensure initially that all Fire Hazards are prevented so far as is reasonably 

practicable or adequately controlled in accordance with The Regulatory Reform (Fire 

Safety) Order 2005 (“the Order”)  

 Kelvin Players will provide all members and others, with such information, instruction and 

training as necessary for them to be aware of the risks of fire and the precautions that should 

be taken.  

 Fire risk assessments must be undertaken of the Studio to ensure that the exposure to fire is 

identified prevented or adequately controlled and those exposed are informed of the 

corrective measures proposed.  

 Kelvin Players’ nominated Responsible Person will ensure that a competent person (as 

defined in the Order) is appointed to undertake the Fire Risk Assessment.  

 All fire risk assessments are to be kept under review and revised as and when necessary, in 

light of new hazards or risks and to ensure the continued effective working of precautions. 

This inspection procedure is to be undertaken in accordance with the 'performance 

standards and record keeping' detailed later. 



 

 

 

2. Applicable Legislation  

 Health and Safety at Work Act 1974 

 The Management of Health and Safety at Work Regulations 1999 

 The Regulatory Reform (Fire Safety) Order 2005  

Whilst Kelvin Players is not an employer, it takes the regulations and standards as guidance 

3. Definitions  

 “Competent Person” means someone with sufficient information instruction and training or 

technical knowledge appropriate to the class of work to be undertaken.  

 “Fire Precautions” means fire detection and warning equipment, means of escape, fire 

fighting equipment and colleague(s) fire training.  

 “Enforcing Authority” means the Health & Safety Executive or Environmental Health Office.  

 “Nominated Responsible Person” means a person appointed by Property and Facilities 

Management to assess and appoint competent suppliers.  

 “Order” means the Regulatory Reform (Fire Safety) Order 2005.  

 “Studio” means Kelvin Players sStudio Theatre at 253b Gloucester Road, Bishopston, Bristol 

BS7 8NY 

4. Policy Arrangements/Guidance Notes  

The effect of the combination of the Fire Regulations and the Management Regulations is that all 

members are required to undertake a suitable and sufficient assessment of the Health and Safety 

risks of their area of work, particularly fire.  

Kelvin Players will ensure that standards are maintained effectively to minimise the risk and 

development of fire. This means:  

 reducing the risk of electrical fires by good maintenance and routine inspection of electrical 

installations and equipment in accordance with current regulations and good practices.  

 deterring wilful arson by third parties through effective security measures, which do not 

prejudice safe egress from the Studio at all material times.  

 prohibiting smoking within the Studio or any other such area the company considers 

necessary1.  

 ensuring a written emergency plan is available to members and patrons and other 

members of the public. This plan should form the basis of the training and instruction which 

is provided. Any written emergency plan must be available for inspection by the local fire 

authority or other inspecting authority and should therefore be kept in the relevant site 

health and safety file.  

 ensuring means of escape is provided and is suitable for the evacuation of all persons who 

may be in the building at any given time, including members or visitors with mobility 

impairment or any other disability which may compromise the evacuation procedure. An 

emergency evacuation plan must be in place which must be communicated to all staff, 

visitors and contractors.  

4.1 Fire Safety Training  

                                                           
1 Smoke-free (Premises and Enforcement) Regulations 2006 for artistic performers (actors, musicians, comedians etc) to 

smoke on stage only as part of their act and only when this is deemed necessary from an artist point of view i.e. that it 

forms part of the script or similar. 



 

 

The Management Committee should endeavour to ensure all new members receive adequate fire 

safety training (which should form part of induction).  

4.2 Fire Risk Assessment 

The Chair will ensure that a competent person is appointed to undertake a Fire Risk Assessment (this 

is carried out by a competent person) at the Studio.  

These will identify and evaluate potential fire hazards and form the basis for planning the measures 

considered necessary to make the Studio safe from fire. A nominated person will undertake the 

implementation of the control measures in an agreed time.  

Fire Risk Assessments are unique to individual premises and records of the assessment must be 

available for inspection as and when required by visiting Enforcing Officers. The Premises Manager 

will maintain such records and ensure copies are made available in the relevant health and safety 

file.  

The Premises Manager must also ensure that the Fire Risk Assessment is reviewed annually.  

4.3 Fire Detection and Alarm Systems and Fire Extinguishing Equipment  

In accordance with statutory requirements and current British Standards, the Premises Manager will 

ensure (where applicable) that any of the following controls identified as being required by the Fire 

Risk Assessment are implemented, and that regular tests and maintenance are carried out in line 

with statutory requirements or best practice on: -  

 Fire Detection and Alarm Systems.  

 Emergency Lighting systems.  

 Fire Extinguishers.  

 Effective compartmentation and separation to prevent fire spread.  

 All other Fire Resisting Doors.  

4.4 Fire Safety Inspections by Premises Manager  

To ensure continuing fire safety, recorded inspections should be carried out at least twice annually 

by the Premises Manager, the Health & Safety Officer or delegated persons to identify areas where 

standards require improvement. These checks will identify such issues as basic fire prevention, 

means of escape, fire safety awareness and will include the appointment of fire marshals, their 

training and record keeping. A Fire Safety Checklist should be used for this purpose, (see Appendix 

5) This checklist will assist in highlighting issues for remedial action, and record what actions have 

been implemented to address shortfalls. Consideration should always be given to the risk of arson, 

and the availability of combustible materials in or outside the building should be controlled.  

A competent person should carry out fire drills (unannounced) at the Studio at least once a year. 

Records must be maintained (See Appendix 1 - Fire Drill Record). A check should be made to 

establish whether the fire alarm system automatically alerts the Fire Authority, and if this is the case 

they must be advised prior to the drill taking place.  

A competent person should carry out fire call point tests on a one per week basis. Records must be 

maintained (See Appendix 4 - Fire Call Point Test Record). It is essential that these tests should be 

carried out at each call point, and not at the control panel.  

A competent person should carry out fire exit checks before each production at the Studio at which 

members of the public will be present, to ensure that they open easily and that they are 



 

 

unobstructed both internally and externally. Records of these checks must be maintained (See 

Appendix 3 - Fire Exit Checklist).  

Training must be provided for fire evacuation co-ordinators and fire marshals and records must be 

maintained.  

Flammable liquids stored at the Studio must be kept to a minimum and must be stored away from 

potential sources of ignition.2 

Smoking anywhere within the Studio is strictly forbidden1  

4.5 Generic Fire Instructions  

4.5.1 Fire Action on Discovering a Fire  

 Immediately raise the alarm by operating the nearest fire alarm call point.  

 Know your local rules covering additional actions to be taken after actuating the fire alarm.  

 If safe to do so switch off power if the fire involves electrical appliances.  

 Leave the building by the nearest Fire Exit and report to your Assembly Point.  

4.5.2 On Hearing the Fire Alarm  

 Always treat it as an emergency, even if you think that it may be a drill or a false alarm.  

 Follow your local Fire Procedures.  

Remember leave the building by the nearest available Fire Exit and report immediately to your 

designated Assembly Point.  

 Do not run  

 Do not stop to collect personal belongings  

 Do not use lifts  

 Close all doors if possible to limit the spread of smoke and fire  

 Do not re-enter the building until you are told it is safe to do so  

4.5.3 Fire Extinguishers  

It is Kelvin Platers’ policy that you do not use or attempt to use the portable fire-fighting equipment 

provided, unless you have received adequate training (adequate means that training in the use of 

extinguishers has been provided by a competent person).  

4.5.4 Key Points  

 If you discover a Fire raise the alarm immediately.  

 Know your local Fire Procedure.  

 Know where your Fire Exits and Fire Alarm call points are.  

 Keep flammable materials away from heat sources.  

 Replace the tops of flammable containers.  

 Never obstruct Fire Exits or Escape Routes.  

 Never misuse Fire Extinguishers.  

 Never misuse any emergency evacuation equipment.  

                                                           

 



 

 

 Never wedge open a door indicated 'Fire Door'.  

 Never allow rubbish or waste materials to accumulate in offices, stairways or escape routes.  

 Observe 'No Smoking' rules.  

 Switch off all unnecessary electrical equipment when you leave your workplace for the day.  

 Do a visual check of your workplace before leaving at the end of your working day.  

4.6  Further Information & Guidance.  

Fire Marshal training can be arranged via the Chair, Premises Manager or the Health & Safety 

Officer.  

5. Performance standards and record keeping 

Performance standard  Responsibility  Frequency  Records 

required  

Ensure detailed fire risk assessment takes place. Premises Manager  Annually  Yes  

Ensure that fire alarms are tested regularly.  Premises Manager  Before each 

Production 

Yes  

Ensure fire drills are held.  Premises Manager  Annualy  Yes  

Report any Fire Hazards to Premises Manager 

immediately.  

All members Immediately  Yes  

Undertake Fire Risk Inspections using the 

Managers' Fire Safety Checklist (Appendix 5) 

Premises Manager/ 

Delegate 

6 monthly Yes  

Maintain electrical installations and equipment in 

accordance with regulatory and Kelvin Players’ 

requirements.  

Premises Manager  Continuous  Yes  

Maintain Fire Detection, Alarms, Suppression or 

other defence systems and its associated 

equipment with regulatory and Kelvin Players 

requirements.  

Premises Manager  Continuous  Yes  

Ensure adequate Fire Marshals are provided and 

trained in accordance with Kelvin Players’ 

requirements.  

Premises Manager  Continuous  Yes  

Maintain effective security measures against Fire 

and Arson.  

Premises Manager  Continuous  Yes  

Ensure there are appropriate facilities including 

any training required in the use of equipment for 

the evacuation of disabled colleagues/visitors.  

Premises Manager  Continuous  Yes  

Ensure a post incident review is undertaken 

following any fire drill/evacuation.  

Premises Manager  After drill/ 

evacuation  

Yes  

 



 

 

Appendix 1 

FIRE DRILL RECORDS 

KELVIN PLAYERS  

 

Location: Kelvin Players Studio Theatre, 253b Gloucester Road, Bishopston, Bristol BS7 8NY 

DATE  EVACUATION 

TIME  

ACTION REQUIRED  ACTION COMPLETED  SIGNATURE  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

  



 

 

Appendix 2 

FIRE EXTINGUISHERS 

MAINTENANCE RECORD SHEET 

 

Location: Kelvin Players Studio Theatre, 253b Gloucester Road, Bishopston, Bristol BS7 8NY 

DATE  FLOOR/LOCATION  TYPE OF APPLIANCE  SERVICE DUE  

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

  



 

 

Appendix 3 

FIRE EXIT 

CHECKLIST 

 

Location: Kelvin Players Studio Theatre, 253b Gloucester Road, Bishopston, Bristol BS7 8NY 

 

EXIT NUMBER  DATE OF CHECK  BY WHOM  

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

  



 

 

Appendix 4 

FIRE CALL POINT 

TEST RECORD 

 

Location: Kelvin Players Studio Theatre, 253b Gloucester Road, Bishopston, Bristol BS7 8NY 

 

DATE OF TEST  CALL POINT 

NUMBER  

PASS/FAIL  ACTION  

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

   



 

 

Appendix 5 

Premises Managers’ Fire Safety Checklist 

 

Location: Kelvin Players Studio Theatre, 253b Gloucester Road, Bishopston, Bristol BS7 8NY 

 

 Items Checked  Yes, No 

or N/A  

Action taken and 

date  

1. 1 Is the Fire Alarm tested on a regular basis?    

2. 1 Is the Fire Alarm working?    

3. 3 Is the Fire Alarm audible throughout the Studio?    

4. 4 Are Fire Alarm call points visible, unobstructed and 

free from obvious damage?  

  

5. 6 Are all final exit doors unlocked and their emergency 

fastenings operational?  

  

6. 7 Are all escape route signs clearly visible, unobstructed 

and where necessary, illuminated?  

  

7. 9 Are the Assembly Areas a sufficient distance from the 

Studio?  

  

8. 1

0 

Is there any emergency lighting in the Studio?    

9. 1

1 

Is emergency lighting flick tested regularly in addition 

to other checks?  

 Is it working correctly?  

  

10. 1

2 

Are Fire Notices correctly completed and do they 

indicate the Assembly Area?  

  

11. 1

3 

Is there any evidence of overloading of electrical 

power units?  

  

12. 1

4 

Are there any unprotected trailing leads or damaged 

insulation?  

  

13. 1

6 

Are there any portable electrical appliances or 

equipment in the Studio, which do not bear the 'test 

certificate'?  

  

14. 1

7

. 

Is unnecessary electrical equipment switched off when 

not in use at the end of the day?  

  

15. 1

8 

Are fire extinguishers in position and unobstructed?    

16. 1

9 

Has this equipment been checked within the twelve-

month period and does it bear the test signature and 

date on the label?  

  

17. 2

0 

Is combustible waste and other materials stored in a 

safe place or remote from the building and potential 

Arsonists?  

  



 

 

 Items Checked  Yes, No 

or N/A  

Action taken and 

date  

18. 2

1 

Is smoking allowed outside the Studio and is it 

adequately controlled?  

  

19. 2

2 

Are all windows and doors secured at the end of each 

working day?  

  

20. 2

3 

Are cleaners, storeroom, and other type areas locked 

when not in use?  

  

21. 2

7 

Are arrangements in place for Persons who are 

Disabled within the Studio either working or visiting?  

  

22. 2

8 

Are there any Refuge Areas for such persons indicated 

for Fire Escape use?  

  

23. 2

9 

If so, are there suitable signs to this effect?    

24. 3

1 

Is there a current Fire Risk Assessment available for the 

Studio?  

  

25. 3

2 

Have you read these and do you know where they 

are kept?  

  

26. 3

3 

Is there a logbook and if so, is it filled out correctly and 

up to date?  

  

27. 3

4 

Do you have a Fire Safety Policy for guests or other 

visitors to your Studio with the exception of permanent 

or regular contractors?  

  

28. 3

5 

Do you give such visitors adequate information on the 

Fire Procedures for the Studio?  

  

29. 3

7 

Do you provide the Fire Authority the relevant 

information when they attend the Studio in 

emergency situations?  

  

38 Is a suitable person available for:  

 Giving technical information when required?  

 Having any relevant keys to gain access?  

 Assisting Fire Authority in any other way?  

  

39 Are records kept where required and are all items in 

accordance with any requirement imposed, i.e. Fire 

Risk Assessment  

  

40 Is the Studio in multiple occupation?    

41 Have Fire Safety arrangements been co-ordinated 

with other users?  

  

Inspection carried out by 

 

............................................................................ 

Date    

 

......................................................... 
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