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To ensure the safety and well being of everyone at St Clare Hospice and St Clare Hospice 

shops, staff and volunteers are required to attend a designated mandatory training session 

every two years. These sessions will cover essential information and guidance in relation to 

Health and Safety in the Workplace, Fire Safety, Hygiene and also Confidentiality and Data 

Protection. It is essential that all staff and volunteers attend, complete and participate in the 

training to ensure their safety and wellbeing in the workplace and also that the safety of 

others is maintained. 

Please read through this booklet and refer to the contents as necessary. 
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What Health and Safety Law Requires  

The Health and Safety at Work, etc. Act 1974 (HSWA) covers all workplaces and all work 

activities in Great Britain. The Act sets out the general duties which employers have towards 

their employees and to others. This is to ensure, as far as is reasonably practicable, their 

health, safety and welfare. Employers who have more than five employees must have a 

written health and safety policy, which should be revised as necessary. 

Every employee must take reasonable care for the health and safety of their self and for 

other persons who may be affected by their acts or oversights at work. There is also a legal 

requirement to co-operate with the employer to enable compliance with lawful requirements. 

The law requires that employers must look at what the risks are in the workplace and take 

sensible measures to tackle them: For example by getting rid of the risk completely or by 

taking steps to ensure that the risk is reduced to one which is as safe as reasonably 

practicable. 

The Management of Health and Safety at Work Regulations 1999 (the Management 

Regulations) generally make more explicit what employers are required to do in order to 

manage Health and Safety under the Health and Safety at Work Act: In particular risk 

assessment and management issues such as the provision of training and information. 

Safety is everybody’s business. 

ALL St Clare Hospice staff and volunteers are responsible and accountable for protecting the 

health and safety of customers, colleagues and themselves. 

It is the aim of St Clare Hospice, to ensure the safety of staff, volunteers and members of the 

public, is of the highest priority. 

Managers Responsibilities for Health & Safety 

 Managers have a general duty to undertake suitable and sufficient assessments of risk 

to the health and safety of their employees and of those who are not in their 

employment, but may be affected by or in connection with their activities (volunteers, 

customers etc). 

 Managers have a duty to ensure that risk assessments are reviewed and acted upon 

to eliminate or reduce risk, so far as is reasonably practicable 

Employee/Volunteer Responsibilities 

 To be responsible for actively cooperating with the 

application of the St Clare Hospice Health and Safety 

Policy. 

 To take all reasonable care for the health and safety of 

themselves and of others who may be affected by their 

acts or omissions. 

 To avoid intentional or reckless interference or misuse 

of anything provided in the interests of health, safety or 

welfare in pursuance of the relevant  statutory 

provisions 

St Clare Hospice has a Health and Safety Committee, which meets regularly to discuss 

Health and Safety in the workplace. If there is anything you would like to be raised, please 

ask your line manager.  
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Manual Handling  

Manual Handling means any transporting or supporting of a load by hand or by bodily force. 

This includes lifting, putting down, pushing, pulling, carrying or moving a load. 

Why is it important? 

A large percentage of reported accidents are due to the incorrect handling of loads. Many of 

the injuries, such as sprains and strains, are caused by lifting everyday objects and the effect 

can be cumulative, sometimes leading to permanent disablement. 

Most cases can be avoided by using suitable lifting equipment. It is therefore important that 

the correct guidelines for lifting and lowering are followed at all times. 

Remember 

 Avoidance: Your duties should be structured to try and avoid manual handling where 

possible 

 Assessment: Where it is not possible to avoid manual handling, assess the situation. 

 Risk reduction: For example, can the load be broken down? Are two people 

required? 

 Monitoring:  Any accidents, incidents and near misses must be recorded and 

investigated. Any equipment used must be well maintained and fit for purpose. 

 Staff and Volunteers: Should follow manual handling guidelines and make proper 

use of any lifting equipment provided. They should also be encouraged to report any 

problems or concerns to their manager. 

 Assessing Risks: This process is critical to achieving a reduction in accidents or risks 

of injury from manual handling. 

To Prevent Injury 

 Use a trolley or sack barrow when possible 

 Break down large or heavy loads into smaller more manageable 

loads 

 Seek help from others if necessary 

 Check that your route is clear 

 Take extra care with any awkward tasks such as emptying a car 

boot 

Lift the Load Safely 

 Stand close to it with your feet hips width apart 

 Bend from your knees, not your back 

 Grip the load firmly 

 Lift with your legs (not your back) 

 

Carry It Carefully 

 Hold the load close to your body 

 Look where you are walking 

 Take extra care when carrying up and down 

stairs 

 Don’t twist your body, move your feet to turn 
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Put It Down Properly 

 Bend your knees to lower the load 

 Take care not to trap your fingers or toes 

 Put the load down first, and then slide it into place 

 Don’t over-reach or stretch 

When it comes to Manual Handling – try to remember “TILE” 

T ask 

I  ndividual  

L oad 

E nvironment 

Task 

Does it mean carrying loads away from the body? Regardless of the handling technique 

used, not keeping the load close to the body will increase the level of stress on the lower 

back. 

As a rough guide, holding a load at arm’s length will add about 5 times the stress 

experienced when holding the same load very close to the trunk of the body. 

 

Does it entail poor posture?  A typical example is when the body weight 

is forward on the toes, the heels are off the ground and the feet are too 

close together. 

Does it involve twisting? Stress on the lower back is significantly 

increased If the trunk is twisted while supporting a load. 

Does it involve reaching upwards? Reaching upwards places additional 

stresses on the arms and back. Control of the load becomes more 

difficult and, because the arms are extended, they are more prone to 

injury. 
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Are the carrying distances excessive? If a load is carried for an excessive distance, physical 

stresses are prolonged, leading to fatigue and increased risk of injury. 

Does it involve pushing or pulling? The risk of injury is increased if pushing or pulling is 

carried out with the hands much below knuckle height or above shoulder height. 

Individual 

Does the job require unusual strength? The risk of injury should be regarded as unacceptable 

if the task cannot be performed satisfactorily by most reasonably fit and healthy persons. 

Does the person have a health condition or previous injury?  Reasonable adjustments should 

be made so as not to disadvantage a disabled person. 

Load 

How heavy is it? Weight is important, but is sometimes not the main consideration affecting 

the risk of injury. 

Is it bulky or unwieldy? The shape of a load will affect the way it can be gripped, and the 

posture that can be adopted. Bulky loads may restrict vision or hit obstructions. 

Is it unstable? If the contents shift, sudden movements will impose additional stress for which 

the handler is not prepared. 

Is it sharp? Sharp edges or rough surfaces are obvious risks of direct injury. 

Environment 

Uneven, slippery or unstable floors hinder smooth movement. 

A variation in floor levels is likely to aggravate handling problems. Carrying stock a load up 

and down stairs increases the risk of slips, trips and falls. Poor lighting, ventilation and 

extremes of temperature will also increase the risk of injury. 
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Slips, Trips and Falls 

All staff and volunteers should be vigilant for anything which may be a slip, trip or fall hazard 

and report any identified hazards to their line manager. 

Stairs/Steps 

If there are stairs in your shop please hold onto the handrail and where possible avoid 

carrying anything manually up stairs. Look where you are going and do not use your mobile 

phone when walking up or down stairs. 

Spillages 

Must be cleared immediately and where necessary appropriate signage used to warn people 

of the possible hazard. 

Footwear 

Please ensure your footwear is suitable for the tasks which you will be doing. 

Floors 

Flooring should be in good order and suitable for the environment. Any 

defects must be reported to the Retail Manager. Hazards can arise 

when: 

 Smooth floors become wet 

 Floors have oil/fat spilt on them 

 There are trailing cables 

 Exits and walkways are not kept clear 

Outside areas 

Should be maintained in good order and suitably treated during adverse weather conditions 

(e.g. snow and ice) in order to reduce risk of slips, trips and falls. 

Lighting 

Appropriate lighting is provided throughout St Clare Hospice and shops to reduce the risk of 

slips, trips or falls resulting from poor visibility. If any areas are poorly lit, please report 

accordingly. 

Housekeeping 

Work areas should be kept clean and tidy with no accumulation of clutter or trip hazards. 
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Working at Height  

The government regulations for working at height apply to work at any height where a fall is 

liable to result in injury (i.e. when your feet are not on the floor). 

Good practice: 

 Avoid working at height where possible 

 Do as much work as possible from the ground 

 Ensure equipment is suitable, stable and well maintained 

 Do not overreach when working at height 

 Look at how goods are stored when above shoulder height 

 

A secure handhold should be available to anyone 

working on a ladder or stepladder. 

If a shop is buying a new stepladder or using one frequently, it would 

be advisable to purchase a light industrial standard one. These have 

a safety rail and non-slip treads which are wider than domestic 

ladders. 

It is advisable to point the steps towards where the load is to be 

picked up or put down so as to prevent twisting the body. 

 

Using ladders or stepladders 

 Ensure placed on a level and stable base 

 All four stepladder feet should be in contact with the ground and steps be level 

 They should only be used in one position for a maximum of 30 minutes 

 Light work only – not suitable for strenuous or heavy work 

 A handhold should be available 

 You should be able to maintain 3 points of contact (both feet and one hand) 

 Do not overreach 

 Avoid holding items when climbing 

 If you must carry something – have one hand free to hold onto the ladder 

 Don’t stand and work on the top three steps – unless there is a suitable handhold 

 Try to position stepladder to face the task – not side on 
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First Aid and Accident Reporting  

People at work can suffer injuries or be taken ill. It doesn’t matter whether the injury or illness 

is caused by the work they do or not, it is important to give them immediate attention and call 

an ambulance in serious cases. First aid at work covers the arrangements made to ensure 

this happens. It can save lives and prevent minor injuries becoming major ones. 

It is important that all accidents, incidents and near misses, are reported using the 

appropriate hospice Accident, Incident, Near Miss form, which can be found on SharePoint 

(under Standard Forms and Letters). There are two types of Accident / Incident forms, one 

clinical and one non-clinical form. These can be completed online or by printing and 

completing manually. All shop staff and volunteers should ensure they know where hard 

copies of these forms are kept in their individual shops. 

If an accident does occur 

 Make any dangerous conditions safe e.g. disconnect electrical supply 

 Seek help (from a qualified first aider for example) 

 Take care of the individual, and reassure them 

 If an ambulance is required, dial 999 and give site location and injury 

details to the operator. Ensure all accidents and incidents are 

reported using the relevant hospice form  

 Ensure you know where your first aid box is located. 
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Shop Security   

Staff  and  volunteers  can  make  significant  differences  to  maintain  the  safety  and  

security  of themselves, their colleagues and Hospice property by doing the following: 

 Do not open the shop until two members of staff are present 

 Before entering the shop, be aware of anything unusual and do not enter if you 

suspect anything out of the ordinary 

 If in any doubt contact the Retail Office at the hospice (01279 773732) 

 Follow the Lone Working policy if you are working alone 

 Wear your name badge 

 If safe to do so, challenge those who do not appear to have any authority to be where 

they are or who are acting suspiciously 

 Make sure the shop floor is manned at all times during opening hours 

 Banking monies – two persons should take money to the bank, varying routes and 

times of day 

 When the shop is locked – do not admit any members of the public 

 Please ensure that you report any incidents on an AINM form (Accident, Incident, Near 

Miss) and forward to the Retail Manager at the Hospice 

  

Handling Difficult Situations 

Preventing Theft 

To ensure your safety at all times, please remember the following 

 Be aware of people who may be hanging around or looking suspicious 

 Log any suspicious incidents on the relevant hospice form and keep the shop or retail 

manager informed 

 If you suspect someone may be about to shop lift, let them know, through your body 

language, that you are observing their behaviour 

 Ask if you can help them – but do not verbally challenge them 

 Be aware of people who are dressed inappropriately – for example, a large winter coat 

when the weather is hot 

 Inform your colleagues if you suspect someone is behaving in a suspicious manner 

 Ensure that the monies in the till do not mount up - place money in the safe at regular 

intervals throughout the day 

 Do not count money whilst the shop is open or in front of members of the public 

Theft 

If someone does attempt to steal from the shop, please DO NOT take any personal risks: 

 Avoid making sudden movements 

 Do not reach for pockets or handbags 

 Give them what they want – goods can be replaced, you can’t 

 Try and make a mental note of their appearance, smell, mannerisms, etc. 

After a theft 

 Secure the premises 

 Call the police and the Retail Department 
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 Stop trading and do not touch anything 

 Reassure your colleagues 

 Make sure you write everything down as soon as possible on an incident form 

Preventing Aggressive Behaviour 

Hopefully, you will not come across during your work for St Clare. However - to avoid this 

type of behaviour, please follow the following guidelines: 

 Treat customers with courtesy and respect at all times 

 Smile and welcome customers 

 Provide help and assistance if required 

 Avoid queues developing 

 If someone has a complaint – take it seriously, either by getting the manager/team 

leader to talk to the person, or by writing down their details and forwarding to the 

Retail Manager as soon as possible 

 Prevent the build-up of cash in tills (ensure monies are emptied into the safe 

throughout the day 

 Place high value goods out of easy reach 

 Remain calm and confident, being assertive rather than aggressive 

 Defuse  situations  before  they  escalate  by  being  non-confrontational  and  offering  

a compromise where possible. 
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Dignity and Respect 

St Clare Hospice expects all staff and volunteers to treat each other and members of the 

public with respect, courtesy and consideration at all times. Any complaints made about 

harassment, bullying or other inappropriate behaviour will be investigated thoroughly and 

without delay, in accordance with the approved procedures. 

Dignity in the workplace may also be an equality issue and UK discrimination law provides 

specific protection against discrimination, harassment and victimisation on a variety of 

grounds, including age, disability, colour, ethnic or national origin, race, gender 

reassignment, marriage or civil partnership, pregnancy and maternity, religion or spiritual 

belief, gender and sexual orientation. 

Bullying is defined as offensive, intimidating, malicious or insulting behaviour, an abuse or 

misuse of power which is meant to undermine, humiliate or injure the person on the receiving 

end. 

Harassment is unwanted conduct related to sex, gender reassignment, race or ethnic or 

national origins, disability, sexual orientation, religion or belief, age or any other personal 

characteristic which: 

 Has the purpose of violating a person’s dignity or creating an intimidating, hostile, 

degrading, humiliating or offensive environment for that person; or 

 Is reasonably considered by that person to have the effect of violating his or her 

dignity or of creating an intimidating, hostile, degrading, humiliating or offensive 

environment, even if this effect was not intended by the person responsible for the 

conduct 

Remember - something which may have been intended as a ‘joke’ may offend another 

person. Different people find different things acceptable. Everyone has the right to decide 

what behaviour is acceptable to him or her and to have his or her feelings respected by 

others. Behaviour which any reasonable person would realise would be likely to offend will be 

harassment without the recipient having to make it clear in advance that behaviour of that 

type is not acceptable to him or her. 
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Examples of bullying or harassment 

Bullying and harassment may be physical, verbal or non-verbal, e.g. by letter or e-mail (so 

called ‘flame-mail’). 

Examples of unacceptable behaviour include the following: 

 Physical conduct ranging from unwelcome touching to serious assault 

 Unwelcome sexual advances 

 Demeaning comments about a person’s appearance 

 Unwelcome jokes or comments of a sexual or racial nature or about an individual’s 

age 

 Questions about a person’s sex life 

 Unwanted nicknames related to a person’s age, race or disability 

 The use of obscene gestures 

 The open display of pictures or objects with sexual or racial overtones, even if not 

directed at any particular person, e.g. magazines, calendars or pin-ups 

 Spreading malicious rumours or insulting someone 

 Picking on someone or setting him or her up to fail 

 Making threats or comments about someone’s job security without good reason 

 Ridiculing someone 

 Isolation or non-cooperation at work 

 Excluding someone from social activities 
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Confidentiality and Data Management  

The principle of confidentiality applies to any information about the internal affairs of St Clare 

Hospice and applies equally to all Board Members, staff and volunteers. We aim to ensure 

that: 

 Personal details (including expressed opinions) will not be disclosed to a third party, 

including the media, without the written permission of the person 

 Confidentiality of records will be maintained at all times 

 Access to records (including volunteer contact details) will be restricted to those 

persons who are authorised to see them 

 Any unauthorised disclosure of information (verbal or written) will be treated as a 

breach of confidentiality 

Confidential information can be found in three different forms: 

 Verbal – for example, conversations with others 

 Paper – volunteer contact details, completed raffle ticket stubs 

 Electronic – information stored on computers 

It is the responsibility of all volunteers and staff to avoid improper or accidental disclosure of 

confidential information, for example through social media sites (Facebook) or via 

conversations. Failure to maintain confidentiality will be taken very seriously and could result 

in dismissal or termination of volunteer duties. 

The Data Protection Act 1998 

St Clare Hospice is registered under the Data Protection Act and complies with regulations 

governing the use of confidential information. 

The Data Protection Act refers to the regulation of the processing of information relating to 

individuals. This includes the obtaining, holding, use or disclosure of such information. As 

well as information which is held on computers, the Data Protection Act also covers manual 

records, for example personal details of donors and the amount donated. 

The Data Protection Act 1998 (DPA) sets standards which must be satisfied when obtaining, 

recording, holding, using or disposing of personal data. As well as information held on 

computers, the DPA also covers most manual records. 

The Act consists of eight principles which apply to all staff and volunteers who process 

personal data: 

 Fairly and lawfully processed 

 Processed for specified purposes 

 Adequate, relevant and not excessive 

 Accurate and kept up to date 

 Not kept for longer than necessary 

 Processed in accordance with the rights of data subjects 

 Protected by appropriate security (practical and organisational) 

 Not transferred to countries outside of the European Economic Area (EEA) without 

adequate protection 
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Lone Working  

A lone worker is defined as a person who works by themselves without close supervision, in 

any environment where there are no other workers present who are available to respond 

quickly and effectively to unusual occurrences or emergencies. 

No volunteer or member of St Clare Hospice Charity Shop staff should carry out their duties 

alone. There must be at least two persons in the shop before it can be opened to the public, 

the only exception being the hospice gift shop – where other members of staff/volunteers are 

in close proximity. 

St Clare Hospice has a lone worker policy which can be found on SharePoint, St Clare 

Policies, Health + Safety, see HS10 ver3. It is the duty of all staff and volunteers to familiarise 

themselves with this policy and contact your manager if you have any questions about it. 

 

Safeguarding Adults and Children  

Staff and volunteers carrying out their duties in for St Clare Hospice should be aware that if 

they have any concerns regarding the safeguarding of vulnerable adults or children they 

should 

 Inform their manager 

 Check with that person the next day that your concerns have been acted upon 

 If you still have concerns report them to a more senior colleague 

Decisions by staff whether or not to report concerns are not a matter of individual conscience, 

but are considered a professional duty. 

 

Occupational Health  

Aim: Occupational Health is concerned with protecting the safety, health and welfare of staff 

and volunteers. Health and safety laws cover almost everything you could encounter in the 

workplace including: 

 Temperature 

 Ventilation 

 Sanitation and washing facilities 

 Computer equipment 

 Working with tools 

 Working at height 

 Seating 

 Dangerous substances 

 Rest breaks and holidays 

Staff and volunteers also have a responsibility to comply with specific requirements and 

duties which are set out by the hospice such as wearing protective aprons/gloves when 

sorting stock if the task demands and following all safety instructions. 
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Infection Control 

 Wash your hands thoroughly and often 

 Use liquid soap and paper towels 

 Keep access to sinks clear 

 Plastic aprons and disposable gloves must be readily available  

 All areas and equipment should be kept clean, dry and tidy 

 Toilet areas must be kept free from communal items, e.g. creams, flannels and bars of 

soap 

 A supply of detergent must be available for cleaning hard surface areas 

 If you have sickness and diarrhoea you must not return to work until 48 hours after 

your last episode 

Hand Hygiene 

Around 80% of infections are spread through 

hand contact (CleanLink.com, 2010) including 

common colds and flu which for the immune-

suppressed or the elderly can lead to serious 

illness. 

When to Hand Wash 

 After toilet use 

 Before handling food 

 After the removal of gloves/aprons 

Effective Hand Hygiene 

 Palm to palm 

 Right palm over back of left hand and left 

palm over back of right hand 

 Palm to palm, fingers interlaced 

 Backs of fingers to opposing palms with 

fingers locked 

 Rotational rubbing of right thumb clasped 

in left palm, and vice versa 

 Rotational rubbing, backwards and 

forwards, with clasped fingers of right 

hand in left palm, and vice versa 
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Kitchen Hygiene 

Cross contamination can be prevented by adhering to the following guidelines: 

 Never cough or sneeze over food or people 

 Always avoid touching food wherever possible 

 Keep food covered, for example biscuits 

Germs on surfaces can be prevented through: 

 Using paper towels to dry cups – not tea towels 

 Using detergents for washing up 

 Ensuring surfaces/draining boards are kept clean 

Pest Control 

Our external shops are based in central locations, often near to food outlets. It is important to 

look for signs of pests, for example rats, mice, cockroaches, flies and pigeons. 

 Signs of pests, i.e. chewed cables or wood and droppings 

should be reported as soon as possible 

 Gaps around skirting boards and pipes need to be reported 

so we can get them filled in 

 Pests will nest in places that are warm, dark and not often 

disturbed and adjacent to a source of food 

 Keep bins covered and empty regularly, washing hands afterwards 

 Don’t leave any food (biscuits, cake etc) out overnight 

 Make sure taps are not left dripping 

 Keep the storage area, shop and outside areas clean and tidy 

 

Control of Substances Hazardous to Health (COSHH)  

If a substance has a warning pictogram (as shown below) then COSHH regulations apply. 

For example detergents or other cleaning equipment. 

 

      
 

It is the responsibility of the organisation to control exposure to such substances, and to 

undertake a COSHH risk assessment to assess risks and establish good working practices. 

All retail premises are to retain the relevant CoSHH / SDS sheets for the chemicals they use 

in the site H+S folder. It is the responsibility of all managers to ensure the folder is checked 

regularly, up to date and its location known and available to be seen by all staff and 

volunteers. 
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Electrical Safety  

Electricity can cause serious injuries and even death if not used correctly. Please ensure that 

you treat electrical items with care and visually inspect before using. 

Electrical equipment should be in good working order, with no frayed wires or kinks in the 

flex. Portable electrical appliances should be PAT tested by a competent person, before they 

are sold or for use in the shops. 

Extension Cables 

The use of extension cables should be kept to a minimum. Overuse of 

extension cables, can increase the risk of fire. Only extension leads or 

cable drums are to be used. The use of multi-plugs is not allowed 

anywhere on our premises. If you any are found they are to be disposed 

of immediately 

Check for overheating: Hot plugs or sockets, scorch marks, fuses that often blow or flickering 

lights - they are all are signs of loose wiring or other electrical problems. 

 Only use an extension lead which was bought ready-assembled 

 No extension lead should be more than 15 metres long 

 The extension lead should be positioned carefully to prevent any trip hazards 

 Only use extension leads fitted with suitably insulated connectors and plugs. (Never 

join two lengths of flexible cable by twisting the bare ends of wires together) 

 Position an extension lead carefully to prevent any risk of damage 

 If the cable has to cross a pathway, cover it with a rubber protector strip 

 Always check that leads, plugs and sockets are undamaged 

 Always check the extension lead plug contains the correctly rated fuse for the 

equipment being used 

 If using a cable drum extension lead, it should be completely unwound to avoid 

overheating 

Damaged extension leads should be taken out of use and replaced. Leads cannot be 

repaired satisfactorily using insulating tape as it does not have sufficient strength or 

stickiness, nor does it provide enough physical protection. 

 

 

 

  

 

 

  

http://www.esc.org.uk/public/safety-in-the-home/fire-safety/
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Fire Safety in the Workplace  

Why is it important? 

Fires in the workplace have 3 main causes: 

 They are started deliberately 

 People are not alert to fire hazards 

 People are careless of fire hazards 

If we all adhere to Fire Safety at Work, we can avoid 2 out of the 3 main causes of fire. 

The Fire Triangle 

Three things must be present at the same time to produce a fire: 

 Enough OXYGEN to sustain combustion 

 Enough HEAT to reach ignition temperature 

 Some FUEL or combustible material 

Take away any one of these things and the fire will be extinguished. 

Fire Hazards and How to Avoid Them/ Removal of Fuel from Fire Triangle 

 Flammable Liquids (e.g. solvents) Store separately and use in well ventilated areas 

away from possible sources of ignition 

Housekeeping 

 Keep workspace tidy 

 Remove rubbish from building as soon as possible Keep 

cupboards and storage areas dust free and tidy 

 Do not leave cardboard and other flammable materials in 

corridors 

Kitchen Safety 

 Ensure electrical leads (kettle, etc) are well maintained Keep area clean 

 All electrical equipment should be regularly PAT tested 

 

What should I do if…? 

The Fire Alarm is activated 

 Leave building quickly and calmly, taking shortest and safest route to the designated 

fire assembly point 

 Do not stop to collect personal belongings 

 Ensure doors and windows are closed behind you if it is safe to do so 

 Inform the person in charge if you are aware of any person unaccounted for 

 Do NOT re-enter the building until told to do so by the person in control 

I Discover a Fire? 

 Raise the alarm and dial 999 

 Where possible, close all doors and windows 

 Do not be a hero – attack fires only if you have been trained to do so and it is safe to 

do so 
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 Leave building quickly and calmly taking safest and shortest route, following fire exit 

signs 

 Do not stop to collect personal belongings 

 Do not re-enter the building 

 Inform person in charge if you are aware of any person unaccounted for 

 

Fire Safety Principles 

 Stay calm 

 Do not move extinguishers from where they have been sited 

 Never wedge open Fire Doors 

Fire Safety End of Day Checks 

 Ensure the building is secure 

 Ensure that doors and windows are closed 

 Ensure that no combustible materials are left lying around 

 Ensure that no unauthorised persons are on the premises 

 Ensure that flammable liquids are locked away 

Below is a chart depicting the different types of fire extinguisher and their use: 

 


