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Fire Safety Policy for Trinity Centre and Wesley Centre
Policy statement
Trinity Centre is committed to providing and maintaining safe premises for all staff, volunteers, hirers, contractors, visitors, members of the public and other users of Trinity Centre and Wesley Centre. This policy sets out the arrangements for preventing fire, reducing fire risk, ensuring safe evacuation and meeting legal fire safety duties across both buildings.
Scope
This policy applies to both Trinity Centre and Wesley Centre, including all rooms, halls, vestries, storage areas, kitchens, corridors, stairways, exits, car parks and any other areas used in connection with church, community, course, event, function or hire activities.
Legal duties and responsible persons
Fire safety arrangements will be managed in line with the Regulatory Reform (Fire Safety) Order 2005, which requires those in control of non-domestic premises to carry out and record a suitable fire risk assessment and maintain appropriate general fire precautions. Where more than one responsible person has duties, they must co-operate and co-ordinate fire safety arrangements.
The Centre Manager, or nominated deputy, is responsible for day-to-day fire safety management across both buildings. Hirers and event organisers are responsible for managing fire safety during their course, event, function or activity and must follow this policy, the fire emergency plan and any instructions provided by Trinity Centre.
Fire risk assessment and review
Suitable and sufficient fire risk assessments will be completed for both Trinity Centre and Wesley Centre and reviewed regularly, after any significant change, following building works, after a fire-related incident or near miss, or where there is reason to believe an assessment is no longer valid.
Fire prevention
The following fire prevention measures apply to both buildings: no smoking anywhere on the premises; no unauthorised naked flames; combustible materials must be kept away from heat sources; escape routes must remain clear; rooms must not be overcrowded; electrical equipment must be used safely; kitchens and appliances must be switched off after use; and flammable substances, including cleaning fluids and stored paint, must be kept in designated storage areas.
Fire detection, warning and emergency communication
Both buildings are provided with fire and smoke alarm arrangements. Fire may be detected automatically by detectors or by observation. Anyone discovering a fire must immediately raise the alarm, call the Fire and Rescue Service, warn others, and begin evacuation. Emergency phones are available in both vestries.
Evacuation procedure
On hearing the fire alarm, all occupants must leave by the nearest safe exit without delay. People must not stop to collect belongings except valuables immediately to hand, must not re-enter the building until authorised, and must proceed to the designated assembly point. The Trinity Centre assembly point is in Trinity car park, away from the building. Wesley Centre hirers and users must use the designated Wesley Centre assembly point notified to them before the event.
Assistance for disabled persons and people at higher risk
Event organisers must consider, before the event starts, whether any person may need assistance to evacuate, including disabled persons, children, older persons, contractors, visitors or members of the public unfamiliar with the building. Suitable arrangements must be agreed, helpers identified where needed, and evacuation must never depend on lifts unless specifically designed and authorised for emergency use.
Hirer and event organiser responsibilities
Before any event, the responsible person for the course, event, function or activity must understand the alarm arrangements, exits, escape routes, assembly point, emergency phone location, arrangements for calling the Fire and Rescue Service, arrangements for assisting vulnerable people, room capacity limits and procedures for checking that the premises have been evacuated.
At the start of an event, the organiser must tell attendees about the no smoking policy, the emergency warning signal, who is supervising the event, the location of exits and escape routes, the assembly point, and what will happen after evacuation.
Firefighting equipment
Fire extinguishers and any other firefighting equipment are provided to support safe escape and initial response only. No person should attempt to fight a fire unless they have been trained, it is safe to do so, the alarm has been raised, the Fire and Rescue Service has been called, and a safe exit route remains available.
Maintenance, testing and records
Fire alarms, emergency lighting, extinguishers, escape routes, fire doors, signage and other fire safety systems will be inspected, tested and maintained at appropriate intervals by competent persons. Records of fire risk assessments, testing, maintenance, staff instruction, drills, incidents and remedial actions will be retained by Trinity Centre.
Training, information and drills
Staff, volunteers and regular helpers will receive suitable fire safety information and instruction. Hirers will be provided with relevant fire emergency information before using either building. Fire drills or practical evacuation exercises will be arranged where appropriate to the use of the premises and the findings of the fire risk assessments.
Failure of fire safety systems
If a fire alarm, emergency lighting system, escape route, fire door or other life safety system is defective or unavailable, the Centre Manager or nominated deputy must assess whether the building or affected area can continue to be used safely. Temporary arrangements may include limiting occupancy, appointing additional stewards, relocating activities, or cancelling use until the system is restored.
Calling and meeting the Fire and Rescue Service
The person in charge of the event, or another nominated person, must call the Fire and Rescue Service immediately when a fire is discovered or the alarm sounds and fire is suspected. A nominated person should meet the Fire and Rescue Service on arrival and provide information about the incident, evacuation status, building layout, missing persons and any special risks, including cleaning fluids in cleaners’ cupboards at both sites and stored paint in the loft storage area at Trinity Centre.
Review of this policy
This policy will be reviewed at least annually, following any significant change to either building or its use, after a fire-related incident or drill, following relevant changes in legislation or guidance, or where a fire risk assessment identifies the need for amendment.
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