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Fire Safety
Policy

1. Purpose

Hundred Houses Society (HHS) is committed to ensuring people at home, work and visiting
any of our buildings are safe, with a property safety regime in place to identify, manage
and/or mitigate the risks associated with fire. This policy confirms how we meet our legal
and regulatory requirements in relation to fire safety. This policy also ensures that our
Board, employees, contractors, and other stakeholders are clear on our obligations in
respect of fire safety and what we will do to meet them.

2. Scope

This policy applies to all our premises that fall under the Regulation Reform (Fire Safety)
Order 2005, the Fire Safety Act 2021 (England and Wales) the Fire (Scotland) Act 2005
(FSA) and the Building Safety Act 2022 which includes offices, communal parts such as
stairwells and corridors, and shared areas of residential blocks of flats. It also covers the
actions we take to help prevent the risk of fire within tenanted homes. Different policies may
apply for those premises owned by other landlords which we manage on their behalf and
each management agreement / contract will include any specific responsibilities for fire
safety.

Fire safety management and the associated legislation is location-based and applies in the
following way:

e We are responsible for fire prevention and mitigation within the common parts of
flats, the structure and external walls of the block, including cladding, balconies and
windows, all of our workplaces (offices, workshops, stores, etc) and any other non-
domestic premises under our control. The main duty is to carry out and act on fire
risk assessments.

e Within shared housing (‘House in Multiple Occupation’ or ‘HMO’) we are
responsible for fire prevention as far as the facilities and equipment it provides. For
example, if a cooker is provided by us, then we are responsible for its maintenance.
We are not however responsible for the activities of others that may give rise to fire,
for example, how the cooker is used. Within HMOs, we are also responsible for fire
mitigation including fire detection and compartmentation for example, where
identified through a risk assessment and/or statutory guidance.

e We will manage contractors, according to our Contractor Code of Conduct, to
ensure their work includes adequate fire prevention, mitigation and legal
compliance.

e Where we act on behalf of another owner or person in control of a building, the
extent of our duties will be defined in the contract with that person or organisation.



e We will record all inspections; tests and safety work to ensure we can evidence
compliance with Regulations and delivery of recommended interventions (see
Section 12).

Fire safety legislation refers to the protection of ‘relevant persons’ in non-domestic
premises; this includes;

¢ Occupants accessing their flats’/homes through common parts, and their visitors.

e Our employees, contractors and anyone else who might be affected by fire and are
legitimately in the premises or in the vicinity of the premises.

e The occupier and family (‘household’) as defined by Housing Act 2004 s258 within
HMOs.

3. Policy Statement

We are committed to ensuring all reasonable steps are taken to prevent fires from occurring
in any premises under our control, or where our employees are working.

We are also committed to protecting all ‘relevant persons’ from the effects of fire should an
emergency occur. This includes customers (including tenants, residents, and their visitors),
employees, contractors and any other stakeholder visiting any premises under our control.

As the risk of fire can never be fully removed; we will have equipment and management
systems in place to ensure the ongoing efficacy of control measures and their management.
We have a Clear Area Policy with a zero tolerance approach by which residents are not
permitted to use the common parts to store items. We will issue regular advice to residents
on fire safety through a variety of communication methods

We are fully committed to complying with all aspects of the law relating to fire safety, the
requirements of the Regulator of Social Housing’s regulatory framework and Consumer
Standards, and in particular the Home Standard. We also strive to reflect relevant ‘best

practice’ in levels of operation wherever practicable.

4. The Legislation & Regulatory Standards

We recognise our duty to achieve compliance with the following associated
legislation/ guidance:

e The Regulatory Reform (Fire Safety) Order 2005

e The Fire Safety Act 2021

e The Health and Safety (Safety Signs and Signals) Regulations 1996

e The Housing Act 2004

e The Building Regulations 2000 Approved Document B as amended

e Building Safety Act 2022

e The Health and Safety at Work Act 1974

e BS9999: Code of Practice for fire safety in the design, management and use of
buildings

e BS9991:2015 Fire safety in the design, management and use of residential
buildings

e Smoke and Carbon Monoxide Alarm (Amendment) Regulations 2022



https://www.legislation.gov.uk/uksi/2005/1541/contents/made
https://www.legislation.gov.uk/uksi/2005/1541/contents/made
https://www.legislation.gov.uk/ukpga/2021/24/contents
https://www.legislation.gov.uk/uksi/1996/341/contents/made
https://www.legislation.gov.uk/uksi/1996/341/contents/made
https://www.legislation.gov.uk/uksi/1996/341/contents/made
https://www.legislation.gov.uk/uksi/1996/341/contents/made
https://www.legislation.gov.uk/ukpga/2004/34/contents
https://www.legislation.gov.uk/ukpga/2004/34/contents
https://www.gov.uk/government/publications/fire-safety-approved-document-b
https://www.gov.uk/government/publications/fire-safety-approved-document-b
https://www.hse.gov.uk/legislation/hswa.htm
https://www.hse.gov.uk/legislation/hswa.htm

5. Inspection and Servicing Programme

We will ensure that our premises and any facilities, equipment and devices provided in
respect of the premises for fire safety are subject to a suitable system of maintenance,
and maintained in an efficient state, in efficient working order and in good repair. All fire
safety equipment will be maintained in accordance with manufactures recommendations
and current legislation. Any new fire precaution remedial works must be installed by a
competent person e.g. approved by a 3™ party accredited contractor.

All fire related inspections, maintenance and testing must be recorded in the premises’
fire logbooks. We will maintain records to ensure that inspections and tests are
undertaken and at sufficient regularity to maintain compliance with legislation and
manufacturer instructions (see Section 12).

We will undertake annual gas safety checks in accordance with the Gas Safety
(Installations and Use) Regulations and have a Gas & Heating Safety Policy in place.
We will also undertake a gas safety check on every property that is empty (void) before
a new tenant moves in, including mutual exchanges.

We will undertake an Electrical Installation Condition Report on every domestic
electrical installation at least once every 5 years and have an Electrical Safety Policy in
place. We will also carry out an electrical safety check prior to a new tenancy
commencing (including re-lets and mutual exchanges) to verify that the property is
electrically safe at the time of letting.

Detection equipment including smoke alarms and carbon monoxide detectors are tested
annually and will be replaced as necessary. This will coincide with the activities listed
below where possible:

¢ Annual Gas Safety Check

e Qil and solid fuel heating inspections
e ASHP & MVHR test/inspection

e Electrical Fixed Wire Test

e At change of tenancy

Fire doors within communal areas, such as staircase and cross-corridor doors, and flat
entrance doors opening onto communal areas of a residential building containing two or
more flats will be checked and regularly maintained in working order. The inspection
frequency for these doors will be determined by risk as part of the fire risk assessment,
however for any building over 11m in height, communal doors will be checked on a
quarterly basis, and flat entry doors by best endeavours, annually. Checks will ensure
that fire doors are correctly installed, of the right specification and maintained in working
order, including an effective, working self-closing device.

We will introduce QR code asset tagging of all communal and flat entrance fire doors
in line with the Fire Safety (England) Regulations 2022 that requires regular checks of
fire doors, and asset tagging facilitates to enable efficient record-keeping and
inspections



6. Service Standards including Fire Risk assessments (FRASs)

We will ensure that we carry out FRAs which are suitable and sufficient to ensure their
general duty of fire safety is satisfied.

Some of our properties have a greater risk than others and we will use a risk-based
approached to schedule the appropriate type and frequency of an FRA. The following risk
matrix governs the frequency of our FRA reviews:

Initial Fire Risk . By
Property Type Assessment AU Whom
High Risk (complex)
Purpose built blocks of flats of five-
storeys and above; licensed HMOs;
housing specifically provided for
vulnerable people Type 4/
(including, but not limited to Cﬁ?npartmentation External
Sheltered Schemes, Housing for assessment Type 1 annually | Specialist /
Older People); premises with an completed Consultant

FRA completed by an external
person who has provided a
‘Substantial’ or ‘Intolerable’ risk
rating on the FRA.

Medium Risk
Type 1 survey (plus

Three and four storey purpose-built compartmentation if Type 1 on a 3- Exterpa]
blocks of flats, or where the external required) oarly cvcle Specialist /
person completing the FRA has g yearly cy Consultant
provided a ‘Moderate’ risk rating.

Low Risk

Modern; constructed to current or Type 1 survey (plus

recent standards, or up to and yp y 'p ) External

. . compartmentation if Type 1 on a 4- o
including two storeys, and where the required) oarly cvcle Specialist /
external person completing the FRA 9 yearly ¢y Consultant

has provided a ‘Trivial’ or ‘Tolerable’
risk rating.

In addition to the above, Fire Risk Assessments will be reviewed if they are either
considered to be no longer valid, or there has been a significant change in the premises
which may affect the fire risk or fire safety measures currently in place. Situations that
may prompt this include but are not limited to:

e Structural alterations to the building or new internal layouts.

e A significant change in the number of people present or in the characteristics of
the occupants.

e Awareness of shortcomings in fire safety measures or potential improvements.

e A fire occurs.

e Updates in Legislation



We will ensure:

e FRAs are carried out by a suitably trained and competent person, in a timely and
efficient manner.

e FRAs are fully accessible to all employees as required in electronic format.

e Actions arising from the FRA are resolved in a timely manner based on risk.

All new-build properties and blocks that are required to have an FRA shall be risk
assessed following handover and where possible a FRA completed before occupation,
and within one month of handover to us at the latest.

We will review all Fire Risk Assessments and manage all remedial actions identified in a
timely manner, with the timescale usually determined by the Fire Risk Assessor and in
line with the timescales below:

FRA remedial action rating Priority Fire remedial action timescale

Immediate 1 24 hours

Short Term 2 1 Month

Medium Term 3 3 Months

Long Term 3+ 6 Months

Planned Works Advisory No Timescale (Potentially review as part
of any ‘best practice’ improvement plans)

All remedial actions will be given a severity which distinguishes between matters that
constitute breaches of legislation and those that do not as follows:

Serious Breach Matters that breach legislation, having the
potential for serious injury to occupants

Trivial Breach Matters that breach legislation but not
considered to constitute a serious threat to
life safety

Best Practice Matters that need to be addressed as good

practice, but do not constitute a significant
threat to occupants

7. Competency and Training

We will ensure that all employees or contractors responsible for managing fire safety and
undertaking FRA inspections along with delivering any subsequent remedial works,
including fire precautionary work, are adequately trained and competent to do so.

We will ensure that all contractors / specialists undertaking remedial fire precaution
works are approved.



We will ensure that all appointed contractors/ engineers undertaking maintenance works
on fire related equipment are suitably qualified and competent to undertake such works,
are appropriately supervised and quality checks are undertaken.

Six-monthly auditing will be carried out to assure compliance with statutory and policy
requirements, that suitable controls are in place with processes adhered to, as well as
physical checks of works undertaken, as appropriate. This includes a review of servicing of
fire safety equipment.

8. Responsibilities

Responsibilities for the implementation of this policy are set out below:

Hundred Houses Society: as the employer is ultimately accountable in law for the
application of fire safety legislation.

The Board: as the governing body holds responsibility for HHS and to oversee this policy
and the application of fire safety legislation, ensuring Hundred Houses Society
employees carry out their duties in accordance with it.

Chief Executive: to give effect to this policy and provide the relevant management
information to the Board, ensuring Board members fully understand their accountability
and responsibilities. The Chief Executive is the ‘Responsible Person’ as detailed in The
Regulatory Reform (Fire Safety) Order 2005 and is legally accountable for compliance
with the legislative requirements and is the ‘Appointed Responsible Person’ as included
in Regulation 18 (8) of The Regulatory Reform (Fire Safety) Order 2005.

Executive Directors: discharge of the fire safety function on behalf of the Chief Executive
as it affects each of their directorates, together with the training, administration and day-
to-day working requirements, specifically:

e Ensure that adequate fire safety information, instruction and training is provided to
all employees within their directorate

¢ Requisition of sufficient resources including funds, systems, materials, equipment
and employees to meet the foreseeable fire safety requirements of their
directorate

e Written records are made and kept for all fire safety arrangements

e Ensuring that responsibilities for fire safety management within the workplace or
work area are delegated to competent persons

e Ensure that fire risk assessments are carried out at all premises with a regularised
reinspection programme and systems are in place to manage, evidence and report
on the delivery of any resulting requirements

¢ Maintain fire safety when reorganising workplaces, changing systems of work or
introducing new plant or machinery.

e Ensure regular and sufficient inspections are undertaken of communal areas that
identify, record, manage and remove any risks detected.



Managers are responsible to the Executive Directors for all day-to-day matters relating to
fire safety within housing, buildings or service units in which they have control to ensure
that all compliance needs are met. This will be achieved by:

e Corporate fire safety arrangements, instructions and guidance are practiced and
information relating to regulations and codes of practice are developed and
disseminated to those employees for whom they are responsible

e Employees under their control comply with safe working arrangements and
systems of work as they relate to fire safety

e Suitable and sufficient fire safety information, instruction, training and supervision
are provided for all employees

¢ All new employees attend a health & safety induction course that covers basic fire
safety procedures and refresher training is carried out periodically

e Maintaining and updating their own skills, information and knowledge relating to
fire safety matters

e Ensuring Plant, machinery and equipment used at work which relates to fire
safety, is safe, maintained in good working order, used in accordance with the
manufacturer’s instructions and inspection and maintenance records kept

e Managers are responsible for the maintenance of our properties and ensuring that
buildings are safe working environments meeting health and fire safety
requirements.

Head of Property & Sustainability will take lead responsibility for the development and
delivery of the fire safety policy and procedures, along with controls in place, to ensure all
compliance needs are met and evidenced, with fire risk minimised and fire risk
assessments and associated remedial actions completed. The Head of Property will
manage the Health, Safety & Compliance Manager who is responsible for the day to day
delivery of this policy.

Health, Safety & Compliance Manager has responsibility for:

e Taking the lead in the day-to-day management of fire safety across HHS taking
the role of the ‘Appointed Responsible Person’ as detailed in The Regulatory
Reform (Fire Safety) Order 2005.

e Ensuring internal controls and procedures in place meet all compliance
requirements.

e Ensuring fire risk assessments are undertaken according to the risk matrix.

e Fire safety signage and equipment provision in communal areas within
High/Med/Low or sheltered accommodation, or any other premises identified, is in
place and kept updated.

e Ensuring that any measures required in the Fire Risk Assessment are dealt with
promptly in line with the recommendations of the Fire Risk Assessor.

e Ensuring the premises and any equipment provided in connection with firefighting,
fire detection and warning, or emergency routes and exits are covered by a
suitable system of maintenance and are maintained by a competent person in an
efficient state, in good working order and in good repair.



Ensure the buildings fire logbook is maintained and up to date in relation to
maintenance, inspections, fire drills, incidents and training.

Ensure they report to the Head of Property, and if appropriate to the Executive,
without delay, any concerns regarding fire safety, including but not limited to fire
safety systems, data, reporting, monitoring, maintenance provision, personnel or
remedial actions required to prevent fire and protect people.

Head of Customer Experience (via the Housing Team) has responsibility for:

Good housekeeping with regard to fire safety of the communal areas in blocks of
flats.

Ensuring that a fire evacuation plan is circulated and communicated for the safe
evacuation of the premises in the event of a fire.

Ensure regular inspections are undertaken and any necessary action taken to
ensure that good housekeeping is maintained and there is an effective means of
escape for all relevant persons.

Ensuring fire drills are undertaken in blocks of flats / required properties, at
appropriately suitable intervals, with records kept to evidence compliance with
requirements and learning from test evacuations shared as required to support
continuous improvement.

Where there is knowledge of hoarding this will be shared with HSCM to allow for
the risk to be assessed and a resolution plan to be implemented.

Employees: all employees will:

Act in accordance with all fire safety procedures, safe systems of work or
instructions that have been initiated by management for their health and safety

Not intentionally or recklessly interfere with or misuse anything provided in the
interests of fire safety

Not do anything that will place themselves or other people at risk from fire

Report without delay to their line Manager any defects or concerns regarding fire
safety including hazards, maintenance issues, general fire precautions or any
preventative or protective measures in place to reduce the risk to employees from
fire

Participate fully in fire safety training, as agreed with their Manager
Co-operate in undertaking fire drills and evacuation

Inform line Managers of any disability that may impact on their safe exit from
premises in the event of an emergency

Report any near misses, occurrences of fire or false alarm activations to managers

Report activities of residents that are potentially increasing the risk of, or spread
of, fire.



9. Fire Risks

The Regulatory Reform (Fire Safety) Order 2005 (FSO) places a duty on Hundred Houses
Society as a Landlord to take general fire precautions to ensure, as far as is reasonably
practicable, the safety of the people in the premises and the immediate vicinity. Examples
of risk include but are not limited to:

e Arson

e Faulty electrical installations

e Smoking

e Failures in construction (e.g. fire doors, lack of emergency lighting)
e Accumulation of combustibles / refuse areas

e E-bikes, Scooters & Lithium batteries

10. Fire Precaution, Prevention & Protection

In order to reduce the fire risks above we will follow fire precautions to protect people,
property and assets against the loss of life, injury and damage caused by fire.

We will manage, undertake and maintain the following:

e Clear Area Policy: (Zero Tolerance) to Fire Risk Approach; by which residents
are not permitted to use the common parts to store items or dispose of their
belongings or rubbish.

¢ No Smoking: Smoking in communal areas is forbidden in accordance with the
Health Act 2006 and the Smoke Free (Premises and Enforcement) Regulations
2006. No smoking signs will be placed in communal blocks.

e Fire Stopping: Contractors working on any block should take care to avoid
penetrating walls, ceiling or floor slabs for passing through cable, pipes or
conduits. Where this is unavoidable the contractor will ensure that the penetration
is sealed, and fire stopped adequately and where necessary with suitable methods
agreed by Hundred Houses Society.

e Fire Detection Systems: Where fire detection systems are fitted (alarms,
detection systems, dampers, AOVs) these will be regularly tested and serviced (as
per section 5).

e Fire Exits; All Fire Exits must be kept free of all obstructions, both inside and out,
and be available for use when required. Fire Exits will not be left open, nor shall
fire exits be used by the occupants of the building as a main entrance/exit to the
building.

e Fire Doors: Fire doors in communal blocks are provided to help prevent the
spread of smoke and fire and must be kept closed. Inspections will be carried out
as per section 5. If we are unable to gain access to our flats to examine the
entrance door, visiting staff will visually inspect and report any issues. Fire doors
should not be propped open, tampered with or compromised in any way. Fire
doors will be marked ‘Keep Shut'.

e Dry Risers: The dry risers are positioned and secured on each floor within the
block (where applicable) and is located behind a secure door to prevent tampering
or theft of the valve.
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e Emergency Lighting: The lighting will be tested on a monthly basis (flick test) and
an annual ‘run down’ will be performed by a competent professional.

e Signage: We will install and maintain clear safety signage where necessary.

e Electric Bikes and Scooters: Are not permitted within the common areas.
Advice is given to tenants on the safe use, storage and charging of these
products.

o Evacuation Plans: A fire evacuation plan is circulated and communicated for the
safe evacuation of the premises in the event of a fire to residents in blocks of flats.

e Person-Centred Fire Risk Assessments (PCFRAs): Completed for any
vulnerable resident where notified, to identify fire risks and to identify potential
mitigations that are practical, proportionate and safe.

11. Fire Safety Awareness

To raise and maintain awareness, we will publicise on a regular basis the importance of
fire safety, its approach to managing fire risk and its policy around FRAs and any
resulting remedial actions required. We will provide information to tenants on their
responsibilities for fire safety, along with what they should do in the event of an
emergency.

We will provide fire safety information in a variety of ways, including, but not limited to:

e Fire safety posters, notices (such as Fire Action Notices), signs and evacuation
procedures

e Leaflets and sign-up packs
o Letters

e Resident newsletters

e Our website

12. Performance Monitoring and Data Management

We will operate a robust quality assurance and monitoring system to ensure that all fire
safety and FRA documentation and certification is accurate, up-to-date and performance
by contractors is of a sufficiently high standard to ensure that the Duty Holders’
obligations are met.

Reports, certification and Building Control Notification records generated across all
workstreams and not only those applicable to the planned testing programme, will be
recorded, saved and remain accessible to relevant employees at all times.

Details of FRAs, inspection dates and evidenced delivery of remedial actions will be kept,
with the scheduled date of the next inspection recorded. On a six-monthly basis, we will
reconcile our database in Cx Assets of all properties owned and managed by ourselves
against the FRA programme. The reconciliation will be saved in the Fire>Reconciliation
folder on SharePoint. Any discrepancies will be identified and addressed as a matter of
priority.
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The reporting and recording of fires, near misses, evacuation testing and false alarm
activations, and their investigations, will be recorded and shared as appropriate.

An appropriate percentage of remedial FRA actions shall be monitored and verified
through quality assurance inspections by us.

We will monitor implementation of this policy using a set of agreed performance
measures for reporting purposes. These performance measures will be reported quarterly
to the Customer Experience Group.

¢ % of FRA's within date

e Number of Priority 1 remedial works over target date
e Number of Priority 2 remedial works over target date
e Number of Priority 3 remedial works over target date
e Number of Priority 3+ remedial works over target date
e % of Fire Safety Checks in blocks completed in target
¢ % communal inspections completed within target

Any non-compliance identified at an operational level will be formally reported to the
Head of Property in the first instance, actioned immediately and escalated within HHS,
including to the Executive as required. The Health, Safety & Compliance Manager will
agree an appropriate course of corrective action to address the non-compliance and
report details to the Head of Property & Sustainability and the Executive Operations
Director.

The Executive Operations Director will ensure the Executive Team, Operations
Committee and where appropriate the Board, are made aware of any significant non-
compliance. If significant failure and non-compliance has occurred, the Executive
Operations Director, Chief Executive and/or the Board will formally notify the Regulator of
Social Housing and any other relevant regulatory bodies.

13. Equality and Inclusion

We aim to treat all tenants fairly and with respect and professionalism. It is our aim that
tenants of all nine protected characteristics included in the Equality Act 2010, which
includes age, sex, disability, gender reassignment, race, religion and belief, sexual
orientation, marriage and civil partnership, pregnancy, and maternity, should be treated
equally and fairly.

We shall provide relevant data, in the form of our tenant related non-sensitive alerts to
any of our Service Providers on a regular basis. This information will inform the Service
Provider of those tenants with a particular communication need, (eg. visual impairment,
language barrier, literacy etc) to ensure communications are made in an appropriate way.

To enable all tenants to have clear information and equal access to our services, we will
publish our service standards in a range of appropriate languages, formats and through a
range of media upon request.
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Where we are unable to gain access for any safety checks, we recognise there may be
reasons why access has been unsuccessful such as a language barrier or disability. In
these circumstances we will work with the tenant to overcome the cause of the access
problem. This document can be translated or provided in alternative formats upon request
eg. Braille,large print, audio etc.

Equality and inclusion training is mandatory for all employees and our appointed Service
Providers and will be reviewed as part of the Service Provider selection process.

14. Confidentiality

Customer information will be processed in accordance with the law and our privacy
statement published.

15. Review of Policy

A review of this policy will take place every 2 years with reviews undertaken earlier, if
significant changes occur including:

e Changes in legislation

e Changes in organisational structure and/or, management responsibilities
e Changes to service provider through re-procurement

e Following a serious incident involving a fire.
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