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COLEORTON HALL




	Introduction


Scope of the report

Ecclesiastical Risk Services (ERS) have completed this inspection on the basis of a defined programme of work and within the terms and conditions agreed with the customer.

This audit report provides an appraisal of the customer’s current health and safety arrangements and makes recommendations as to how their health and safety management systems may be improved 

It must be noted that this report is for information only and does not constitute legal advice.  The report has been produced based on information provided by the customer and on findings made by the consultant at the time of inspection.  It has been assumed that any information provided by the customer is accurate and no independent verification has been carried out by the consultant. 
No investigation has been made during the consultant’s visit to determine whether or not any hazardous materials have been used in construction of the premises or have subsequently been incorporated into any part of them or whether any part of the premises is structurally unsafe.  Specialist investigation and a structural survey would be necessary to enable a report to be prepared on whether or not the premises are free from risk in this respect.  Any inspection of the premises will not have included an inspection of those parts of the premises which are unexposed or inaccessible

Recommendations

The recommendations made within this report are based on the information obtained at the time of audit.  Absence of comment on any particular feature must not be taken as an indication of compliance with statutory obligations.  Ecclesiastical Risk Services does not guarantee that by complying with the recommendations given in this report the customer will fulfil its legal obligations.

Confidentiality 

This report is issued in confidence to the customer.  It is for the use of the customer only and must not be distributed, copied or used without the prior permission of Ecclesiastical Risk Services.  Unless specifically agreed within the terms of the agreement, Ecclesiastical Risk Services retains all copyright and other intellectual property rights.
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Client details 
	Operational details

	Coleorton Hall is a 19th century country mansion, formerly the seat of the  Beaumont Baronets of Staughton Grange. Situated at Coleorton Leicestershire, it is a Grade II* listed building now converted into residential apartments.
The premises were previously in the hands of the National Coal Board. In 1997, the premises were sold and converted into residential apartments. There are extensive communal gardens and grounds, gravel drives, car parking areas, garages en bloc and some utilities/service buildings.  
The complex is managed by the Coleorton Hall Management Limited (CHML), the directors of which all being, of course, residents and volunteers.  Freehold is retained by the residents and the board of directors meet several times per year in addition to holding an Annual General Meeting and residents’ meeting.
Maintenance is organised by one member of the board (Steve Exton) who also performs the role of Managing Agent.   Residents have general duties to maintain  standards within their apartments.
All maintenance is out-sourced to contractors and there are no directly paid employees of CHML.  The maintenance is on a rolling programme and includes:

· External decoration

· Gutter cleaning

· Roof and flashing upkeep

· Gardening

· Upkeep of trees

· Paths and driveways

· Upkeep of common areas.

Day-to-day communication with residents is supported using a mail boxes, a notice board and E-mail.
The duty to comply with health and safety regulations falls on the landlord or person(s) responsible for management which in this case is the Residents’ Management Company, who delegate the day to day duties to a Managing Agent.  Health & Safety should never be ignored or dismissed because it requires additional expenditure.  The cost of failing to comply if there is an accident or injury may be far greater.
If there are no employees of the landlord working at the premises there is no requirement to record the risk assessment, but it would be unwise not to do so. If there were to be an accident and you had no proof of a risk assessment being carried out, you are much more likely to be prosecuted and/or sued for negligence. The risk assessment should be reviewed at least annually.
This will be especially important where issues such as falls from heights and water hazards are concerned.
The primary risk to any shared residential property is fire. This is dealt with in the fire risk assessment document.
General safety in common areas is also paramount to protect both residents and visitors, whether they are there by express consent (friends, family etc) or implied (postmen, utilities personnel etc).  It is important to address risk in common areas and it is, again, desirable to record the findings of these risk assessments.  

The CHML use a range of contractors for the day-to-day upkeep of the premises.  Contractors are more likely to have an accident, especially if they do not have Health & Safety procedures relevant to their activity. Their work may endanger other users of the communal area where they may be working.  It is therefore, essential that any contractors engaged are competent to carry out the work, have the correct procedures in place and are appropriately insured, in case anything does go awry.
The following sections of this report discuss in more detail the main health and safety areas that should be considered.




Survey details

	Consultant
	David Mikelsons  CMIOSH

	Survey date
	2nd February 2011


Health & Safety – Background concerning legal responsibilities

This section summarises the main Health & Safety regulations that apply to blocks of flats. There are many others. The duty to comply with the regulations falls on the landlord or person responsible for management which could be an agent, a resident management company or a right to manage company.  Health & Safety should never be ignored or dismissed because it requires additional expenditure. The cost of failing to comply if there is an accident or injury may be far greater.
Risk Assessment of Common Areas
All blocks of flats must have a risk assessment carried out of the health and safety of any common areas. It is a requirement of the Management of Health and Safety at Work Regulations 1999. You may argue common areas are not “at work” but if any cleaner, gardener, managing agent or repair contractors enters them, then a risk assessment must be made. The courts and the Health and Safety

Executive do consider common parts of blocks of flats as included in health and safety regulations. Remember to include all areas including gardens, grounds, plant rooms, meter cupboards and lift motor rooms. If there are no employees of the landlord working at the block there is no requirement to record the risk assessment but it would be foolish not to do so. If there were to be an accident and you had no proof of a risk assessment being carried out, you are much more likely to be prosecuted

and/or sued for negligence. The risk assessment should be reviewed at least annually.
Fire Safety
Every block of flats also requires a fire safety risk assessment. Again this applies to common parts, not to the inside of any flats and is an obligation on the landlord. Fire Officers are able to enter any block of flats to inspect, ask to see the risk assessment and issue enforcement notices to improve fire safety should the need arise.
Working at Heights
Work at heights can be at any height if a person could be injured falling from it, even if below ground level.  If window cleaners or other contractors visit a block of flats, then an assessment of the risk from working at heights is required. Part of the duty to assess risk will obviously fall on, say, the window cleaner, but the landlord or his agent once again also has a duty. The principle is that any work at height should be avoided if it is practical to do it in another way. It if cannot be avoided, then the work must be assessed and planned to be done with the least risk. Work at height can include changing light bulbs, general cleaning, testing smoke detectors and cleaning gutters. If a ladder or steps are supplied by the landlord for changing light bulbs or checking smoke detectors, they should be checked regularly and a notice stuck on them with safety precautions for their use.
Electrical Equipment Safety 

If electrical equipment is supplied by the landlord or agent to say a cleaner, then it must be regularly tested and properly maintained. A visual inspection and a more formal test should be carried out at the intervals recommended by the Institution of Engineering and Technology.
Legionella 

Legionella is a bacterium common in water systems which can result in legionnaires' disease. Once again the landlord or agent of a block of flats has a duty to control the risks of legionella in any pipes, tanks and taps in common parts (including a cleaner's cupboard). Cold water tanks, taps and showers within lessees' flats are the responsibility of the lessees, unless the lease puts repairing responsibility for them on the landlord. The starting point is a risk assessment usually carried out by an expert, and if there are risks then a written action plan should be produced to reduce the risks. An annual review

of the risk assessment should be made.

COSHH 

COSHH is the control of substances hazardous to health.  The most usual relevant substances found in blocks of flats in common parts are cleaning materials and possibly gardening chemicals.
Once again the duty is on the landlord or agent to assess the risks from any materials stored in the common areas. Most materials carry labels that identify the hazards that they may pose, manufacturers also issue safety sheets on how to handle the materials. It is a duty to decide what

instructions must be given to those who may handle the materials to reduce risks, and what protective clothing may be needed. If a contractor at the block is to use hazardous materials, then it is a duty of the landlord or agent to obtain a COSHH risk statement from the contractor.

RIDDOR
RIDDOR is the reporting of injuries, diseases and dangerous occurrences. The regulations require the reporting of serious work related accidents, diseases and dangerous occurrences. Even if a landlord or agent has used a self employed contractor to work at a block of flats, it is the landlord's duty to report an accident to that contractor. The duty also applies if a member of the public is injured at the

block. There is a national incident centre to which reports should be made.
Managing Asbestos 

Landlords and agents are under a duty to be aware of any asbestos containing material in the structure or common parts of blocks of flats. The duty is specific and it is necessary to identify any

asbestos which may involve a survey, to maintain an asbestos register for any block where there are asbestos containing materials, and to have a policy for the management and control of the asbestos.

There is not a duty to remove asbestos, indeed to do so in many cases is far more dangerous than to leave it. What is important is that if any contractors are working in the block near asbestos the landlord or agent must inform them of the presence of the material.

Enforcement 

You may argue that the risks in a block of flats are few and things do not go wrong. However, the consequences if there is a fire, accident or injury at a block can be serious. The body which enforces most health and safety matters is the Health and Safety Executive. (Some matters are enforced by local authorities and the fire service). The HSE can issue improvement notices to require landlords to take action to reduce risks e.g. install railings or handrails to prevent falls and prohibition notices to cease an activity if there is a risk of serious injury. Failure to action may result in prosecution.

The Corporate Manslaughter Act of 2007 has made quite clear that directors of resident management companies can be prosecuted under criminal law for serious breaches of Health & Safety law. The Health & Safety Offences Act 2008 raised the maximum fine for offences in lower courts from £5,000 to £20,000. It also increased the number of offences for which an individual could be imprisoned.

Directors of resident management companies will always retain responsibility for Health & Safety, whether they delegate to agents or not. There is a cost to blocks of flats in ensuring compliance with Health & Safety regulations but there is a much higher cost if things go wrong because of a failure to comply.
	Subject Area
	Main Findings – 

Comments and Observations
	Recommendations
	Priority
	Progress

	RISK ASSESSMENT

The Management of Health and Safety at Work Regulations 1999 requires an assessment of risks to the health and safety of persons who may be affected by the organisation’s activities.
	· There are some documented risk assessments on-site (mostly in relation to contractor activities).
· It could be argued that common areas are not “at work” but if any cleaner, gardener or repair contractor enters them, then a risk assessment must be made. 
· The Health and Safety Executive do consider common parts of blocks of flats as workplaces and therefore included in health and safety regulations. This will include all areas including hallways, corridors, gardens, grounds, plant rooms, meter cupboards and lift motor rooms.

	· Risk assessments must be carried out, ensuring coverage of the main hazards and preventative measures in the common areas. Include areas such as gardens, grounds, plant rooms and meter cupboards.
· Risk assessments will need reviewing regularly, in the event of an incident or when something changes.
(ERS Advice Manual Section 2) 
	Necessary
	

	FIRE SAFETY 
The Regulatory Reform (Fire Safety) Order 2005 requires the organisation to undertake a fire risk assessment.  The assessment should examine whether current fire safety arrangements are adequate.
	· Main building appears to be generally low risk.

· A formal fire risk assessment was undertaken on 30th October 2007.

· Buildings are equipped with an automatic fire alarm system.

· The fire system is suitably maintained 

· Fire extinguishers in strategic locations are maintained.


	· Fire risk assessment to be reviewed in the near future.

· Ensure that the old fire escape window has new latches installed. This will enable it to be secured properly.

· Clear emergency plans need to be developed.

(ERS Advice Manual section 7 & 8)
	Necessary
	

	CONTRACTOR SELECTION AND MANAGEMENT
The Health and Safety at Work, etc. Act 1974 requires an organisation to take steps which will ensure the health and safety of workers, visitors and contractors.  The regulations also require that contractors ensure their own health and safety and that of other persons who may be affected by their work activities.
	· Contractors used are selected on experience and recommendation.

· Long-standing relationships with contractors developed.
	· Establish a selection process for any new contractor to ensure that they are competent and insured for the work. 

(see Section 22 ERS Advice Manual)


	Necessary
	

	HAZARDOUS SUBSTANCES
The Control of Substances Hazardous to Health Regulations 2002 (COSHH) requires an organisation to make a suitable and sufficient assessment of the risks associated with any job likely to expose people to a hazardous substance, and of any measures needed to prevent or control such exposure
	· There are few substances used on site, but these include domestic cleaning products 

· These substances are mainly stored in a locked cupboard provided for the cleaning contractors.

· The use of any hazardous substances is primarily the responsibility of the contractor who should undertake a COSHH risk assessment.

· Good selection of contractors will ensure that they are meeting their obligations under COSHH, so that hazardous and flammable substances are stored appropriately and securely.

	· A duty falls on the responsible person(s) managing the property that contractors take appropriate measures and therefore, hazardous substances used in common areas do not present an unacceptable risk to health.
· Hazardous substances stored on site should be accompanied by the manufacturers’ Material Safety Data Sheet (MSDS).  This is crucial to provide accurate information in the event of medical emergency.
(ERS Advice Manual Section 3) 
	On-going
	

	FIRST-AID, ACCIDENT AND INCIDENT REPORTING
RIDDOR is the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations.  
RIDDOR requires the reporting of serious work related accidents, diseases and dangerous occurrences to the authorities. There is a national centre to which reports must be made. 
	· Accidents are low – often most likely to be suffered by visitors and contractors

· Usually, the contractor (as employer) will be obliged to report ‘RIDDOR’ incidents to their staff. 


	· Ensure that a process exists to identify whether an incident/accident is ‘reportable’ under RIDDOR or not.

· RIDDOR reports can be made on-line (www.riddor.gov.uk)
· It may be worthwhile posting emergency signs in strategic areas (notice boards etc) to inform all visitors and contractors of what to do in an emergency.  Signs could also include emergency numbers as well as a description of the exact location for the emergency services to attend, if called.

(Information on RIDDOR can be found in Section 6 of the ERS Advice Manual).
	Necessary
	

	ELECTRICAL SAFETY
The Electricity at Work Regulations 1989 apply to electrical installations at virtually all premises. They require precautions to be taken against the risk of death or personal injury from electricity in work activities.
	· A complete review and upgrade of the fixed wiring was carried out in Feb 2010.

· All faults were rectified throughout the premises.

· There are few, if any portable equipment used in common areas or supplied to contractors (cleaners etc) is PAT tested.
	(ERS Advice Manual Section 9)
	On-going
	

	PRESSURE SYSTEMS
The Pressure Systems Safety Regulations 2000 require users of pressure plant to ensure items operate in a safe working condition and are free from serious defect.
	· Coleorton Hall is supplied with gas for central heating purposes.
· The gas boilers are serviced four times a year as part of a service contract (MHS).

· The lease defines that no LPG is to be used or stored in apartments.


	
	
	

	POLICIES AND PROCEDURES

A written Health and Safety policy is a legal requirement under the Health and Safety at Work etc. Act 1974 for all organisations with five or more workers.
	· There are few, if any policies or procedures held on-site.

	Although not legally required for organisations such as an CHM, it would be desirable for the board to assemble a simple Health and Safety Policy in order to outline the approach to management of Health and Safety.  Ideally, it should consist of:

· a general statement;

· the organisation and responsibilities for carrying it out;

· the arrangements for ensuring health and safety at the workplace.
The policy should be signed by a senior person and be clearly dated.

A template in section 1 of the ERS Advice Manual provides a good start point for this.
	On-going
	

	WORKING AT HEIGHT
The Work at Height Regulations 2005 require employers, as far as is reasonably practicable, to avoid work at height.  Where such work is unavoidable, employers are required to prevent falls from height and minimise the consequences of a fall from height in the event of its occurrence.
Those who have responsibility for common areas within apartment blocks and throughout the grounds should be aware what activities are taking place within those areas and take adequate steps to ensure the Working at Height Regulations are followed and that suitable steps are taken to prevent accidents.
	· WAH is mainly carried out by contractors.

· Ladders and steps are owned by contractors.  

· The responsible person must assess risks associated with the premises with regards to the safety of working at height.  For instance, fragile roof areas.
	· General risk assessments for the premises should identify any relevant hazards posed by the premises for working at height – these details must be communicated to contractors to ensure that they can organise their work for safety.

· Any arrangements provided for safety whilst working at height that are part of the fabric of the building, such as eye-bolts for ladder tie-on etc must be maintained in a good condition.

· If a ladder or steps are supplied by the RMC for changing light bulbs or checking smoke detectors, they should be checked regularly 
(ERS Advice Manual Section 12)
	On-going
	

	ASBESTOS
The Control of Asbestos Regulations 2006 require an organisation to prevent the exposure of workers to asbestos. Those responsible or have control of the maintenance and repair of the communal areas of residential blocks have a duty to manage asbestos in order to protect contractors and others who may use the communal areas of the premises, from the risks to ill health that asbestos causes

	· It is believed that no asbestos containing materials (ACM) exist on site.

· No survey details or management plan on-site.
	· Establish whether a survey has been undertaken for ACM and gather any evidence for this.

· If no survey has been done, a type 2 survey should be conducted and a management plan developed for ACM.

· This is a very important issue to confirm. The law is basically geared up along the lines that you have to assume that you have asbestos until you can prove otherwise. 

· Ensure that details are available for contractors (or others) who may be carrying out intrusive work on site.

(ERS Advice Manual Section 13)

	Necessary
	

	WORKPLACE TRANSPORT, VEHICLE AND DRIVING SAFETY 
The Workplace (Health, Safety and Welfare) Regulations 1992 place duties on the organisation to secure a safe workplace, organised in such a way that pedestrians and vehicles can circulate in a safe manner.
	· There are several car-parking areas and garages en-bloc.

· Surfaces of generally good condition.

· Relatively clear signage.

· Good visibility in all areas through restricted parking on driveways.


	· Include traffic routes in general areas risk assessments. This should include the access road running down to the main road. The emphasis being on the maintenance of a surface that provides sufficient friction (especially in poor weather conditions) and speed calming measures.
Options include:

1. More speed signage

2. A digital speed sign indicator on the approach driveway

3. A campaign of stopping speeding motorists and having a friendly word

4. Additional speed ramps

Significant concerns regarding the speeding traffic on the main public road should be passed on to the local City Council, County Council and the Highways Agency.

(ERS Advice Manual Section 15)
	On-going
	

	TRAINING

The Control One of the fundamental requirements of The Health and Safety at Work, etc. Act 1974 is that all workers should be adequately trained for the work which they carry out. 
	· Steve Exton has a reasonable level of health & safety experience, due to his previous occupation.

	· Steve may want to consider undertaking a course of formal health and safety training.

	On-going
	

	LEGIONELLA

The Control of Substances Hazardous to Health Regulations (COSHH) 2005 relate to the risks from hazardous micro-organisms, including legionella.  The Approved Code of Practice "The control of legionella bacteria in water systems" sets out further statutory requirements for dealing with this risk.
	· A legionella survey and risk assessment has been conducted and a cleaning / testing regime implemented. 


	· Complete any outstanding remedial actions that have been identified from the survey.

(ERS Advice Manual Section 14)

	Necessary
	

	MANAGEMENT PLAN
A key element of any health & safety management system is to demonstrate that health & safety activity is regularly monitored. 
	· Various records and documents are maintained in relation to premises maintenance.
	· Consider developing an annual health & safety management plan for health & safety.
· Develop a system of computer based records storage for health & safety documentation / records.
	On-going
	

	PREMISES SAFETY
A key element of any health & safety management system is to demonstrate that the standard of premises safety is regularly monitored.
	· A premises inspection is undertaken, but the findings are not formalised.

· A condition survey has been undertaken.

· A structural survey has been undertaken.
	· Consider developing a formal recording document to detail the findings of regular premises inspections.

· Crumbing floor stones in the main hallway are in need of repair

(ERS Advice Manual Section 15)

	On-going
	

	LOW WALL (FALL) IN GROUNDS
	· The wall appears to be in a sound condition.

· Use of the grounds by the public is rare.

·  Few unsupervised children use the gardens.
· Little evidence of trespassers. 
	· Steps should be undertaken to clarify who owns this wall.
· A specific risk assessment should be undertaken and appropriate control measures implement.

Options may include:

1. Additional warning signage.
2. Low bushes in front of wall restricting access and preventing people from sitting with their backs to the drop.
3. Additional supervision may be necessary if public event was underway.
4. Provide residents with an advice sheet reminding them of potentially hazardous aspects of the grounds.
	Necessary
	

	WATER FOUNTAIN (DROWNING – 5ft deep)

	
	· The water fountain and any other area of water should be assessed in further detail as part of a formal risk assessment. Guidance has been forwarded.
     Options may include
1. Mesh or grille
Rigid mesh or a grille can be used to create a secure cover for a garden pond. The following points should be considered in having a grille installed on your pond:

The mesh must be firmly secured and regularly checked for signs of deterioration. 

The mesh or grille needs to be able to support the weight of a child and should remain above the surface of the water at all times. Grilles beneath the surface will not remove all of the risk of drowning especially to toddlers and crawling babies who could still end up face down in water and not be able to get themselves upright. 

Modular interlocking plastic grids that can be made to fit various shapes and sizes of ponds are available as well as steel mesh. Security grille suppliers and metal stockholders can cut steel mesh to size on request. 

The mesh should ideally be heavy duty (i.e. 6-8mm diameter wire) and so be self-supporting. Thinner wire mesh will require supporting with a frame. 

The mesh should have a grid size of no more than 80mm x 80mm - this size ensures against entrapment. 
Depending on the size of the pond, a frame may be required to provide stability and anchor points. The frame needs to be sited so that it is clear of the maximum water level height that the pond can reach and take into consideration any deflection or sagging that could occur. 

Methods used to secure and lock the frame in place should ensure that there is no risk of entrapment between any moving parts. 

2. Fencing 
Fencing off the pond is only a partial solution and may not be appropriate in this situation.
3.  Supervision

Almost all child drowning incidents in garden ponds occurred after a break down in supervision. If parents with children under the age of 6 choose to maintain a garden pond they must be aware that they need to constantly supervise these children in the garden. They also need to ensure that the pond is inaccessible to the child who may escape supervision. Consider sending a reminder memo to residents.

4.  Filling the in the Pond
This option would involve draining the water and replacing the water with suitable material. This option is easy to reverse.
	Necessary
	

	BOUNDARY FENCE
	
	· The fence is in need of repair in some parts. Steps should be taken to establish who has responsibility for the fence. Repairs should be undertaken where required. In the meantime, ensure that any hazardous sections are made safe or barriers erected if necessary. 
	Necessary
	

	ACCESS TO HYDRANT
	· A fire hydrant is located close to the main entrance
	· Steps should be taken to ensure that cars do not inadvertently restrict access or park over the fire hydrants.  This may involve physically protecting these key installations or hatching off the immediate area in some way. 
	Necessary
	


ANNEX 1

Guidance on producing an EMERGENCY PLAN 
You should produce a plan that explains the action that residents and other people in the hall should take in the event of a fire. The purpose of the emergency plan is:
· to ensure that the people in your building know what to do to if there is a fire; and
· to ensure that the building can be safely evacuated.
In drawing up the emergency plan, you need to take the results of your risk assessment into account.
For most buildings it is easy to prepare a reasonable and workable emergency plan. In some small buildings the final result may be some simple instructions covering the above points on a Fire Action Notice. However, in large or complex workplaces, the emergency plan will probably need to be more detailed.
Your plan should provide clear instructions on:
· the action residents should take if they discover a fire;
· how people will be warned if there is a fire;
· how the evacuation of the building should be carried out;
· where people should assemble after they have left the building and procedures for checking whether the building has been evacuated;
· identification of key escape routes, how people can gain access to them and escape from them to places of safety;
· the fire-fighting equipment provided;
· the duties and identity of people who have specific responsibilities in the event of a fire;
· arrangements for the safe evacuation of people identified as being especially at risk, such as contractors, those with disabilities, members of the public and visitors;
· where appropriate, any machines/power supplies which need stopping or isolating in the event of fire;
· how the fire brigade and any other necessary emergency services will be called and who will be responsible for doing this;
· Procedures for liaising with the fire brigade on arrival and notifying them of any special risks, e.g.  the location of highly flammable materials; and
· what training residents need and the arrangements for ensuring that this training is given.
In some situations it might be helpful to you to include a simple line drawing. The drawing could show:
· essential structural features such as the layout of the workplace, escape routes, doorways, walls, partitions, corridors, stairways etc (including any fire-resisting structure and self-closing fire doors provided to protect the means of escape);means for fighting fire (details of the number, type and location of the fire-fighting equipment;
· the location of manually operated fire alarm call points and control equipment for the fire alarm;
· the location of any emergency lighting equipment and any exit route signs;
· the location of the main electrical supply switch, the main water shut-off valve and, where appropriate, the main gas or oil shut-off valves. 
ANNEX 2

Fire Evacuation Guidance for Residents 
(For possible use in a memo) 

Become familiar with your buildings fire and life safety systems.

Become familiar with your buildings fire and life safety systems. Get to know the location and use of manual call point boxes, fire extinguishers, smoke/heat detectors, fire doors and exit doors & stairwells. 
Smoke/heat detectors in every apartment and key communal areas save occupant’s lives. If a fire starts in an apartment, the occupant has, on average, two minutes to get out alive. A smoke detector will give the necessary warning to facilitate escape.

Self-closing doors (fire doors, stairwell doors) save lives by confining the smoke, flames and heat and leaving evacuation routes clear. It is imperative that these doors are not blocked or propped open.
Fire protected floors, walls and ceilings. Steps have been taken to limit the spread of smoke and flames through the fabric of the building. 
When a fire happens
Treat every alarm as though it is a real emergency, even if the initial source is unknown. It is imperative that every alarm is treated as though it is a real emergency, even if the initial source is unknown. If the alarm sounds, or a fire is suspected, trigger the alarm immediately.  Never wait to investigate the situation before triggering the alarm. Any delay will allow a fire to grow and further endanger the building occupants and property.
Action to be taken on Discovering a Fire 
It is important that on discovering a fire, the alarm is raised on every occasion. If a fire is suspected and following a quick search (not more than one minute) and you still believe there to be a possible fire, operate the fire alarm via a break glass release call point. Delaying the actuation of the fire alarm places other residents at increased risk and should be avoided on all occasions. It will also delay attendance of the Emergency Services. 

The provision of fire fighting equipment is mandatory; however, a delay in raising the alarm whilst attempting local fire fighting may place persons in danger, both at the fire scene and in adjacent areas. 

If in doubt raise the alarm at the earliest opportunity. 

Remember the basic procedure: 

Raise the alarm   Always your first action 

Evacuate the building   Assist in evacuation the visitors
Close all doors and windows behind you  But don’t delay or put lives at risk 

If safe to do so, tackle the fire  If you are trained and have the correct extinguisher for the job 

Get out and stay out 
Remember: 
DO NOT 
Enter the building, when the alarm is ringing 

Allow others to enter even if they insist 

DO   

             Go to the assembly point and stay there until told to return to the building. 

Remember your emergency number 999
In normal operation the alarm system, would automatically notify the fire services. However, If for some reason, the system is inoperative and you need to call the fire services directly using your mobile,   it’s important to be able to give the following information: nature of the problem, location, address, any specifics known. The caller should not hang up until told to do so by the emergency operator.

If trapped, create an area of refuge.

If residents are unable to leave the building, they should create an area of refuge. Seal the room. Use wet cloth to stuff around cracks in doors and seal up vents to protect against smoke. Do not break windows. Flames and smoke can come back in from the outside. If you need air, open the window a crack. Stay low under smoke. The freshest air is near the floor. Keep a wet cloth over your nose and mouth, breath through your nose only. Signal for help. Use the telephone, or hang something in the window.

Fire extinguishers

The fire risk assessment undertaken has determined the size, number and location of fire extinguishers within the building. Make sure you know the types of your extinguishers nearby, as well as the basics of extinguisher operation. This is illustrated on the side of an extinguisher.
Fire Action Notices are prominently posted in key locations throughout the building. 
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ANNEX 3

Grounds and Garden Safety Guidance for Residents 

(For possible use in a memo) 

Whilst every effort has been made to ensure that risks in the grounds have been miminised, the age and character of Coleorton Hall dictate that some hazards will need to be considered by residents (especially by those with young children).
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	· Low Walls (Fall risk)
The walls are low in some areas. The fall on the other side of the wall is significant. Please avoid sitting on the wall and closely supervise younger children.

	· Traffic (Collision risk)
All vehicle owners are reminded that the speed limits must be adhered to. Children on bicycles may be preoccupied and may be liable to change direction with little notice (Give them a wide berth).

	· Ornaments (Fall risk)
There are a number of ornaments and other stone structures in the grounds. Children should be reminded that these structures are old and may not take kindly to climbers. 
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	· Steep Banks (Slip/Fall risk)
Many of the grass banks have a steep gradient. Those with poor eyesight may have difficulty identifying the edges due to the lack of contrast with the background. 


	· Stone Steps (Slip/Fall risk)
The steps may be slippery during ice and snowy weather. There are no handrail, so the elderly may need a hand. Steps are taken to minimise moss build up, but some build up is possible.
	· Fire Hydrants 
Please be aware that some fire hydrants may be located on the gravel driveway / parking areas. The hydrants can sometimes be partially obscured by gravel. Do not park over these hydrants.
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	· Thorns (Cutting risk)
The ground contains some plants and shrubs that may have thorn, spikes or barbs (e.g. brambles, roses and blackberry bushes).
	· Barbed Wire Fencing
              (Cutting risk)
Be aware areas of the perimeter fence may incorporate barbed wire.

	· Lake (Drowning risk)
The lake will always attract curious youngsters. Closely supervise younger children. Educate older children. There activities will need to be monitored and policed.
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	· Uneven Paving (Trip/Fall risk)
Be aware that some paving slabs / flooring materials may be uneven or awaiting repair / restoration.

	· Water Fountain (Drowning)
Young children must be closely supervised. No paddling is permitted.  Avoid sitting on the low wall and closely supervise younger children. 

	· Mole Hills (Fall risk)
Not a significant problem during the day. However, children should be deterred from playing with the soil. Those who undertake evening trolls should also be aware. 



Plant Safety - Make children aware of dangerous plants and the hazards of eating them. A small of number common garden plants are more toxic and could cause severe poisoning (see plant list below).
Irritant sap may cause a burning sensation and sometimes blistering of the skin; anyone can be affected if exposure is sufficient. 
Some plants contain chemicals called allergens. These do not affect everyone, but some individuals may acquire sensitivity to them, resulting in an allergic reaction. 

· If you think a child or adult has eaten part of a doubtful plant, seek medical advice immediately    from a hospital Accident & Emergency department. Take a sample of the plant with you. 
· Do not panic and DO NOT try to make the person sick.[image: image15][image: image16][image: image17][image: image18]
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