Risk Assessment and Risk Management – Fire Safety in Indoor Assembly Areas
This guidance seeks to take an event organiser through the stages of ensuring fire safety in an indoor assembly area.

Questions to ask when hiring an indoor space for an event assembly area:
It is important to understand what risk controls are already provided within the space as, without this information, it is not possible to define what additional controls the organiser needs to put in place.

Detecting a fire and alerting people to it
Is there an automatic fire detection and alarm system?
Where are the fire break glass points to manually raise the alarm?
Does the alarm go through automatically to the emergency services?
What does the fire alarm sound like?

Preventing the spread of fire
Are there any fire protection doors which need to remain closed during the event?

What fire extinguishers are available (and are they suitable for the types of equipment that will be in use? e.g. dry powder for electrical equipment)

Is there a map showing electrical / gas isolation points and water hydrants that needs to be available to the fire service?

What are the access routes for emergency vehicles (e.g.What3Words) and are there any gate keys, etc. required to give them access?

Ensuring people can be evacuated safely
What is the maximum permitted occupancy for the space? (The organisation hiring the space should be able to provide this. An example of how this is calculated can be found on the Kent Fire and Rescue website here )

Where are the fire escape routes?
· Do any of them need unlocking / unlatching prior to the event? If so by whom?
· Are they clearly signed?
· Are they suitably lit (including emergency lighting for routes which may be dark at the time of the event)?

Where is the muster point?

Additional Risk Controls the Organiser Needs to Ensure are in Place:
The organiser is responsible for creating the event risk assessment. This should detail the controls identified above plus any additional ones needed from the organising team either to address weaknesses in controls within the area (e.g. perhaps it does not have fire extinguishers suitable for the equipment which will be in use) or because they are specific to the event (e.g. responsibilities for checking fire exits are unlocked, management of clothing dumps, continuous monitoring for fire if people will be sleeping over and there is no automated alarm system that alerts those present and automatically calls the fire brigade).

Detecting a fire and alerting people to it
Is there a requirement for fire marshals to be constantly monitoring for fire in order to raise the alarm?
Who will contact the emergency services?

Preventing the spread of fire
Who is responsible for checking any fire protection doors are closed?
Are any additional fire extinguishers needed to cover the types of equipment that will be in use? e.g. dry powder for electrical equipment
Are there sufficient suitably rated electrical sockets for the equipment that will be in use?
How will combustible materials (e.g. clothing dumps) be managed to ensure they are kept away from sources of ignition?

Ensuring people can be evacuated safely
How will numbers be limited to ensure they remain within the permitted occupancy?

Who is responsible for checking that fire escape doors can be opened?
How will clear exit routes be ensured? (e.g. management of clothing dumps, tables, chairs)
Is any additional lighting or signage for escape routes needed?

Who will provide instructions / guide people to the muster point?
Is there anyone going to be present who will need assistance to evacuate?
Who will take charge of the muster point?
Who will sweep the area to ensure nobody remains?
Who will coordinate with the fire and rescue service?

Once Evacuated
Is it going to be possible to take a roll call? (Of officials and volunteers? Of competitors? Of junior sleeping overnight at the Peter Palmer Relays?) and, if so, who is responsible for getting the list of people to the muster point?
Is it possible to access the contact details / emergency contacts of all who have entered / all who have volunteered?
What equipment is needed at the muster point (first aid kit, foil blankets for people not dressed for the weather, keys to allow fire and rescue access to the site). Is it all available in a grab bag and who is responsible for getting it there?

Suggested Checklist
The following checklist is suggested for use by the organiser in ensuring responsibilities are defined and all necessary on-the-day controls are in place:

	Area
	Task
	Name of Person Responsible

	Overall Control
	Take charge if alarm sounds
	

	
	Call 999 (if alarm not automatic)
	

	
	Liaise with Fire Service
	

	
	Decide on re-entry / abandonment
	

	Venue Checks (before start of event)
	Check fire exits are unlocked
	

	
	Check fire extinguishers are present
	

	
	Check routes to muster point are clear, signed and have any required additional lighting in place
	

	
	Check fire protection doors (marked ‘fire door keep closed’) are closed
	

	
	Check electrical sockets are not being overloaded
	

	
	Check emergency grab bag is present and has all required contents
	

	Venue Checks (during event)
	Keep exits clear
	

	
	Keep access routes for emergency vehicles clear
	

	
	Manage clothing dump location
	

	
	Keep tables/chairs off escape routes
	

	
	Ongoing monitoring for fire
	

	If Evacuation is Required
	Guide people out
	

	
	Take emergency grab bag to muster area
	

	
	Take first aid kit to muster area
	

	
	Take roll call lists to muster area
	

	
	Sweep indoor areas including toilets / changing / results
	

	
	Buddies to help evacuate anyone identified as vulnerable (list all people identified as needing buddies and provide name of allocated buddy for each)
	

	
	Stop competitors starting
	

	
	Hold returning runners at muster point
	

	At Muster Point
	Take charge at muster
	

	
	Roll call 
	

	
	Report missing persons
	

	
	Provide access to contact details / emergency details for participants if required
	



