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Fire Safety Policy & Procedure
Reviewed: March 2026

1. Purpose
The purpose of this policy is to ensure that all staff, volunteers, gymnasts, parents/guardians, and visitors at Pinewood Gymnastics Club understand:
· Their responsibilities in preventing fire;
· What to do in the event of a fire;
· How the Club manages fire safety in compliance with current UK legislation.
This policy supports compliance with the Regulatory Reform (Fire Safety) Order 2005, associated Health and Safety legislation, and recognised fire safety guidance.

2. Scope
This policy applies to all areas of the club and to everyone on site, including staff, volunteers, coaches, gymnasts, parents/guardians and visitors.
Everyone has a role to play in keeping the premises safe and ensuring rapid, orderly evacuation if needed.

3. Responsibilities
3.1 Board of Directors
The Board has overall responsibility for ensuring that:
· A compliant fire safety system is in place;
· Fire safety resources are included in the Club’s business planning;
· This policy is implemented effectively.
3.2 Responsible Person
The Club Manager is the designated Responsible Person under fire safety law. Their duties include:
· Completing and reviewing the Club’s Fire Risk Assessment annually (or sooner if premises change);
· Ensuring fire safety measures are maintained and effective;
· Coordinating fire safety training;
· Ensuring records are kept and fire safety actions are completed.
The Responsible Person works with:
· Director of Coaches
· Health & Safety Officer
· Manager of Recreational Gymnastics
· Fire Wardens
· Administration Manager

4. Fire Risk Assessment
A Fire Risk Assessment will be:
· Conducted annually by the Responsible Person;
· Reviewed whenever there are changes to the premises, use of the building, or incidents occur;
· Recorded and held in the Fire Safety Log.
The assessment will consider:
· Fire hazards and ignition sources;
· People at risk (including children and visitors unfamiliar with the building);
· Fire detection and alarm systems;
· Fire‑fighting equipment;
· Escape routes and evacuation procedures;
· Signage and emergency lighting.
Quarterly inspections by contractors (e.g., alarm and detection tests) will be reviewed and actioned promptly.

5. Fire Safety Measures
The Club will provide and maintain:
· Fire detection and alarm systems;
· Fire extinguishers and fire blankets (as appropriate);
· Clearly marked escape routes and fire exit signage;
· Personal Emergency Evacuation Plans (PEEPs) for individuals requiring support.
Staff will check that:
· Fire doors do not remain wedged or propped open;
· Corridors and escape routes are free from obstruction;
· Fire equipment is in place and shows no signs of obvious damage.

6. Fire Evacuation Procedures
An up‑to‑date Fire Evacuation Plan will be made available to all staff and displayed prominently.
Key principles:
· On hearing the fire alarm, everyone must evacuate immediately;
· Do not collect personal belongings;
· Proceed quickly and calmly to the assembly point;
· Await roll call and further instructions.
Assembly points and escape routes will be clearly indicated.

7. Fire Safety Training
All staff and Fire Wardens will receive regular fire safety training covering:
· Fire prevention and risk awareness;
· Alarm activation and evacuation procedures;
· Roles and responsibilities during evacuation;
Training will be documented and refreshed at least annually or when roles change.

8. Fire Wardens
Fire Wardens support the Responsible Person and assist with evacuation. Their duties include:
8.1 During Normal Operations
· Monitor escape routes for obstructions;
· Ensure fire doors and exits are clear;
· Report hazards to the Responsible Person;
· Support fire safety inspections and drills.
8.2 When the Alarm Sounds
On hearing the alarm, Fire Wardens will:
· Wear high‑visibility jackets or armbands;
· Sweep their allocated area, closing doors if safe to do so;
· Encourage safe evacuation of all persons;
· Assist anyone needing help;
· Report to the First Fire Officer at the assembly point;
· Hand over attendance registers or evacuation tablets;
· Support crowd direction and safety until instructed otherwise;
· Participate in post‑evacuation debriefing.
Fire Wardens do not fight fire and must prioritise safe evacuation.

9. Weekly and Annual Checks
9.1 Administration Manager
The Administration Manager will:
· Conduct a weekly alarm test, log results, and report issues;
· Maintain records of fire drills and evaluations;
· Act as First Fire Officer when present.
9.2 Maintenance
Fire detection and alarm systems, extinguishers, and other safety equipment will be serviced by competent contractors in accordance with recognised standards and manufacturer guidelines.

10. Fire Drills
Fire drills will be held at least twice a year, with different scenarios to prepare for variations in gym use and occupancy.
Drill outcomes will be recorded, and improvements implemented where needed.

11. Staff Responsibilities
All staff must:
· Understand and comply with this Fire Safety Policy;
· Attend required training;
· Assist with evacuation when necessary;
· Report fire safety concerns to a Fire Warden or the Responsible Person.

12. Enforcement
The local Fire & Rescue Authority have the legal power to inspect the premises and enforce compliance. They may issue:
· Enforcement Notices – requiring specific improvements;
· Prohibition Notices – restricting use of premises until compliance is achieved.
The Club will co‑operate fully with any Authority inspection.

13. Record Keeping
The Fire Safety Log will include:
· Fire Risk Assessments;
· Fire alarm test records;
· Fire drill records;
· Fire safety training attendance;
· Fire equipment maintenance/servicing reports.
Records will be retained for a minimum of three years.
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