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PARISH COUNCIL 
 

Hainault Road • Chigwell • Essex • IG7 6QZ 
 

    Tel: 020 8501 4275            Fax: 020 8501 2045 
 

 Clerk to the Council 
Anthony-Louis Belgrave 

Anthony.belgrave@chigwellparishcouncil.gov.uk 
 

29th October 2021 
 

COMMUNITY ASSETS COMMITTEE 
 

TO:  MEMBERS OF THE COMMUNITY ASSETS COMMITTEE 
Dr. N Akhtar, Ms. Rochelle Hodds, Ms C Jefcoate, Ms. L Morgan Skingsley and 
Ms. R Phull. 

 

A meeting of the COMMUNITY ASSETS COMMITTEE will be held on WEDNESDAY 3rd 
NOVEMBER 2021, at the Parish Offices, at 3.30pm and you are hereby summoned to attend. 
Members of the Press and public are invited to be present and the following business will be 
transacted.   
 

✹ All attendees are asked, scan the QR code via the NHS Track and Trace app, and use hand 
sanitiser on entry.  

 
 
Anthony-Louis Belgrave 
Clerk to the Council  
 

 

        AGENDA 
 
 

1.       RECORDING OF MEETINGS  
Members of the Public and Councillors are asked to note that in accordance with Standing 
order 3 (l) photographing, recording, broadcasting or transmitting the proceedings of a 
meeting may take place. 
 

 

2. APOLOGIES FOR ABSENCE 
 

To RECEIVE and ACCEPT any apologies for absence and to NOTE any absences for which 
no apology has been received. 
 

 
 

3. DECLARATIONS OF INTEREST   
 

To RECEIVE declarations of interest from Members in any item on the agenda, in accordance 
with the Members’ Code of Conduct.  The Code of Conduct requires Members who have 
declared a pecuniary interest in an item to withdraw from the room while that item is being 
considered. 
 

4. CONFIRMATION OF MINUTES   

 To APPROVE, as a correct record, the Minutes of the Meetings of the Community Assets 
Committee held on 5th July 2021 and 16th September 2021. 
 

 

C                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
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5. PUBLIC PARTICIPATION 
 

To RECEIVE representations from members of the public.  The maximum time allowed for 
this item is 15 minutes, at the close of this item members of the public will no longer be 
permitted to address the Council. 

 

 

 
 
 
 

6.        CHAIRPERSON’S REPORT  
 

      To RECEIVE the written report from the Chairperson pertaining to the actions undertaken by 
the committee. (Appendix 1)  

 
 
 

7.  OPEN SPACES/CEMETERY/ALLOTEMENTS REPORT  
 

 To RECEIVE a report (Appendix 2) from the Cemetery Supervisor on the Cemetery, Open 
Spaces and Allotments, to include an update on the tree planning project, in commemoration 
of the Queen’s Platinum Jubilee and CONSIDER proposals for the installation of a bench on 
the Limes Farm Green, then APPROVE an appropriate course of action.  

 
 
8.  CEMETERY PROJECTS – Garden Benches 

 

 To CONSIDER received a proposal/quotation for the installation of Garden benches, as 
shown at Appendix 3, then APPROVE an appropriate course of action. 

 

       Members are reminded that in accordance with Financial Regulation 4.1, any decision that 
will result in an expenditure of over £2,500.00p will require ratification from this council, 
prior to implementation. 

 
9.         FESTIVE LIGHTING PROPOSALS 

 

    To RECEIVE an update on the proposals to arrange Festive lighting displays, at Grange Hill, 
Limes Farm and Chigwell Row.  

 
10. 2022/23 BUDGET REQUESTS/PROPOSALS  

 Members are now asked to CONSIDER and APPROVE the expenditure requirements for the 
coming municipal year.  
 

The following documentation is provided, for Member’s information:  
 

• Parish Council’s expenditure requirements for the 2021/22 budget: Appendix 4a.  
 

• 2021/2022 Capital Projects: Appendix 4b. 
 

• Future Planning Proposals: Appendix 4c.  
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11.      VICTORY HALL RENOVATION PROJECT   
 

a) Chigwell Member’s Club Roof Repairs   

     Members are advised that a segment of the roof over the Chigwell Member’s Club building is 
severely dilapidated and is leaking.  
 

Members are asked to CONSIDER the associated report and the received 
proposals/quotations for the roof repairs, as shown at Appendix 5, then APPROVE an 
appropriate course of action. 
 

Members are reminded that in accordance with Financial Regulation 4.1, any decision that 
will result in an expenditure of over £2,500.00p will require ratification from this council, 
prior to implementation. 

 

b) Victory Hall Redecoration & Kitchen Replacement  
 

To RECEIVE an advisory from the Chairperson on a proposal to redecorate Victory Hall and 
replace/renovate the Kitchen.  
 

Members are now asked to CONSIDER this advisory and APPROVE an appropriate course 
of action. 

 
12.      VOLUNTEER LITTER PICK EVENTS  
 

 

          To CONSIDER and APPROVE the schedule for Volunteer Litter-pick events, within the 
Wards of Chigwell Village, Chigwell Row and Grange Hill.  

 
13.       PARISH OFFICE RECEPTION ROOM -re-decoration proposal    
 

To RECEIVE an advisory from the Chairperson on a proposal to redecorate the reception 
room.   
 

Members are now asked to CONSIDER this advisory and APPROVE an appropriate course 
of action.  
 

14.      COMMUNITY ASSETS RISK ANALYSIS REPORT    
 

       To CONSIDER and REVIEW the Risk Analysis report, which has been subdivided into the 
following categories:  

 

• Environment (Appendix 6a) 
 

• Victory Hall Management (Appendix 6b) 
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15.       INVENTORY OF LAND AND ASSETS REVIEW   
 

 Standing Orders require that an inventory of land and assets, including buildings and office 
equipment, be reviewed, on an annual basis.    

 

            Accordingly, Members are asked to REVIEW the inventory of land and assets which is shown 
at Appendix 7. 

 
16. FIRE RISK ASSESSMENT – Chigwell Member’s Club  

 

    To RECEIVE the Fire risk assessment, as shown at Appendix 8, then APPROVE an appropriate 
course of action 

 

            This assessment and the associated report were undertaken by an external service provider on 
25th October 2021, the purpose of which is to provide an assessment of the risk to life from 
fire in these premises and where appropriate, to make the necessary recommendations to 
ensure compliance with fire safety legislation.   

 

             
 

17. DATE OF NEXT MEETING  
 

Members are now asked to CONSIDER and CONFIRM the date of the next meeting.   
 

 
 
 

18. EXCLUSION OF THE PUBLIC AND THE PRESS   
 

          In the event that the Agenda contains Exempt (blue) pages, to CONSIDER the following 
motion to be proposed by the Vice Chairman: 

 
“That the public and the press be excluded from the meeting, the Council believing that publicity would 
be prejudicial to the public interest by reason of the confidential nature of the business about to be 
discussed.” 

 

 There is ONE confidential item to be considered.  
 

Anthony-Louis Belgrave 
Clerk to the Council 
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Appendix 1 

CHAIRMAN’S REPORT 
Again, its non-stop for community assets. 

The Cemetery is going into the winter period now and so work increases dramatically. We 
have had the insurance company reports back on the office subsidence and the damaged gates, 
staff our liaising with councillors and the insurance company on the best way forward.  

The septic tank at the cemetery has been tested again and all tests have come back clear. 

We are still awaiting the insurance quotes for the tree loping at the cemetery and Limes Farm 
Allotments. 

Victory Hall electrical works are now in process and due to be completed in the next week or 
so, although melted cables, broken fans and missing emergency lights have now been hi-
lighted by contractors. Extra works were agreed by council last week. This has slowed work 
slightly but we are hoping to still be on target for our Fire Risk Assessment to take place at 
the end of October. 

The roof at Victory Hall is leaking and the Clerk has been getting quotes for repairs. 

Amanda and Brent have been assessing the Allotments, sending out letters to tenants, where 
needed. 

Unfortunately, we have NO update on the Christmas tree at Grange Hill. The ground work 
that needed to be completed on the area has been slowed due to the ever-increasing work load 
of our open space horticulturist. 

The grass area at the rear of Victory Hall is now in the process of being cut, as this got 
suspended when the lawn mower belt broke, the new part had to come from Germany and 
only arrived on Thursday afternoon. 

The beds previously agreed for planting have all been prepared and awaiting the arrival of 
plants. 

Sam and Scott have been assessing the raised beds we have throughout the Parish, as some 
are in need of repair. 

We had litter picks in Grange Hill and Chigwell Row, both were well attended. 

 

 Councillor Lisa Morgan Skingsley 

                                                         Chairperson 

                                                                                       Community Assets Committee 

                                             



Appendix 2 
 

Cemetery & Parks and Open Spaces Supervisor Report 

• Cemetery CCTV has now been calibrated, however awaiting BT due to a fault on 
broadband.  Clerk & Deputy Clerk notified. 

• Cemetery gates; awaiting insurance assessment. Sourced three companies to replace 
gates to get quotes after assessment has been made (paperwork with Clerk). 1st company 
due Monday 18th October 2021. 

• Cemetery trees: both quotes for entrance and left side of cemetery have been approved, 
work to commence week beginning 25th October 2021. 

• Cemetery office door lock: new lock fitted and in working order. 
• Cemetery office subsidence: awaiting final report on claim, received remedial plans for 

new layout. 
• Cemetery: quote obtained for three benches in waiting area of cemetery, forwarded to 

Clerk & Deputy. 
• Cemetery alarm/call out; key, fob & instructions have been passed to Deputy for the 

call out key holders. 
• Cemetery Signs:  muster point signs have been made and are now in position. 

Evacuation plan in place. Awaiting CCTV signs. 
• Cemetery computer & printer functional & in place. 
• Open spaces: Work to commence 25th October for removal of tree at Limes Farm 

allotments. 
• Open spaces: Tree survey/inspection: Council have chosen contractor to carry out tree 

survey, awaiting start date. 
• Open spaces: Grass at rear of Victory Hall; Grass has been cut and awaiting further 

instruction. 
• Open spaces: Planters; Planting list and price breakdown has been given to Clerk & 

deputy, awaiting instruction to order. 
• Open spaces: Limes Farm bench; two quotes have been received for two different types 

of benches and forwarded to Clerk & Deputy Clerk. 

Victory Hall: awaiting quotes 

Tools request:  stihl GTA 26 battery pruner, stihl HAS 26 shrub shears – requested to deputy 
awaiting decision. 

 

 



Appendix 3 
STANDARD GARDEN BENCH AND TABLE 

The proposal is to install three garden benches, as shown in the photograph, under the 
‘covered area’, next to the Cemetery office.  

• Manufactured from 100% recycled plastic material 
• Our recycled plastic is manufactured to have an attractive wood grain effect 
• Completely maintenance free 
• Supplied with parasol hole as standard 
• Further to our 25-year guarantee, we also offer replacement parts 
• Free Delivery to all UK Mainland* addresses 

 

 

 

• Manufactured from 100% recycled plastic material 
• Strong, durable and wear resistant 

 

3 black or brown tables: £1050.00p 
 



Appendix 4a

MEMBER'S

Expend. Income Expend. Expend. Income Net Expend. NOTES

ADMINISTRATION

Salaries/On costs 142,800 142,800 Based upon 3 full time plus cleaner

Rates/Utilities 14,250 16,730
Stationery/Admin 12,450 28,350 Includes £6K for social media, £9k Specials

IT 11,650 11,400 £2,500 for website £500 email addresses £2050 allot/cem software

Legal/Prof fees 12,400 14,250
Precept 290,801 290,801
Bank Interest 1,700 1,700
Photocopying 10 10

193,550 292,511 -98,961 213,530 292,511 -78,981
ALLOTMENTS

Rents 1,200 1,660
General 2,790 5,405

2,790 1,200 1,590 5,405 1,660 3,745
CEMETERY/OPEN SPACES

Salaries/On costs 71,500 75,360 Based upon 2 members of staff

Rates/Utilities 12,330 13,045
Grounds Maintenance 7,000 7,000
Equipment/parts/repairs 28,050 29,650
General 4,250 6,550
Loan 7,703 7,703
Playground Inspection 950 950
Festive lighting 1030 16200 £10k for Chigwell Row Xmas lights £5K Grange  Hill lights

Purchases of graves 30000 44000
Memorials 2700 2400
Burials 35000 46000
Benches 650 1300
Transfers 800 1,200
Phone mast 3,000 3,000
Street lighting 17,000 17,500

149,813 72,150 77,663 173,958 97,900 76,058
HIGHWAYS

CCTV 7,650 7,350 Grange Hill £6000

General 300 20,600 £20k for electric charger

7,950 7,950 27,950 27,950
MISCELLANEOUS 

Allowances 1,650 1,650
Grant 7,500 25,000
S106 receipts

Victory Hall 50,000
Elections 12,000 12,000
Parish Plan 10,000 10,000

31,150 0 31,150 98,650 0 98,650

EQUIPMENT/PLANT

Purchase Plan 9,000 9,000

From Reserves 28,392 136,422

TOTALS 394,253 394,253 0 528,493 528,493 0

2020/2021 2021/2022

The sum of £136422 will be drawn from reserves.



1 
 

Appendix 4b 

Capital Projects – Chigwell Parish Council  

Members are advised that the following list of projects are not at the same stage of consideration, further they may have not received the appropriate approvals. The primary intent is to 

provide information to assist in forward financial planning.  

Projects ongoing    Projects not yet approved   Projects completed  
 

PROJECT PROJECTED 

COSTS 

STATUS TIMESCALE FUNDING NOTES 

Cemetery Toilet Block refurbishment 

– architect and project management 

£5,750.00 APPROVED Early 2020 Earmarked Reserves   

Cemetery Toilet Block refurbishment 

– Building Costs 

c. £37,000-£42,000 Requires approval 

appropriate approvals 
Nov 2020 Earmarked Reserves  

Cemetery Chapel conversion – 

Architect and plans 

£1,850 APPROVED 
(16.12.19) 

Early 2020 General Reserves  .  

Cemetery Chapel conversion – 

Tender process 

£3,000 Requires approval 

appropriate approvals 
 General Reserves  

Cemetery Chapel conversion – 

Project management 

£3,650 Requires approval 

appropriate approvals 
 General Reserves  

Cemetery Chapel conversion – 

Building Costs 

c.£150,000 Requires approval 

appropriate approvals 
 To be determined  

Cemetery – Boundary fencing 

replacement 

£10,000 Completed 2021 Earmarked Reserves  

CCTV – Grange Hill c.£6,000 Agree as part of 

current budget 

2021 Annual Budget Provision Liaison with shops/residents 

to establish views, to be 

undertaken 
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Electric vehicle charging points £20,000 Initial Stages, Requires, 

appropriate approvasl 
2021 Annual Budget Provision  

Festive lighting at Chigwell Row and 

Grange Hill 

£20,000 Initial Stages, Requires, 

appropriate approvals 
2021 Annual Budget Provision   

Community Special Constable 

Scheme 

£9,000 Project on-going, 

volunteers required 

2021 Annual Budget Provision or 

Earmarked reserves  

 

Victory Hall  £50,000 Budget agreed by 

Finance committee 

2021-22 Annual Budget Provision  

Parish Plan £10,000 Budget agreed by 

Finance committee 

2021-22 Annual Budget Provision  
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Appendix 4c 

Chigwell Parish Council - Community Assets Committee 

6-month Plan 

• Victory Hall Up and running safely, with all certs in place incl. risk assessment  

• Uniforms Cemetery/open spaces staff -CPC logo (incl. steel toe cap boots)  

• Chairs New working office chairs for Parish Office and Cemetery  

• Allotments Misuse of Allotments  

• Park Bench Reinstate the Park bench on Limes Farm Hill  

• Tree Planting Tree planting for the Queens 70th Celebration. 1 in each ward of Parish  

• Christmas Tree Xmas Tree in Grange Hill Ward - Donated by Glyn Hopkins  

• Christmas Lights Xmas lights for Tree and Limes shops / Grange Hill shops  

• Salt Look at distribution of salt for winter  

12-month plan 

• Litter Picks To organise community litter picks and/or D of E litter picks  

• Allotments To organise erecting a boundary fence for Gravel Lane allotments, securing boundary - lock change  

• Grove Lane Meadow plans  

• Cemetery Gates To review cemetery gate issues  

• Cesspit Review cemetery cesspit  

• Laptop cemetery Review need for laptop/computer and printer  

• Planting Review open spaces and planting  

• Rear of Cemetery Review need to enclosure rear of cemetery office  

• Facilities Review, consider and approve the need for improved staff facilities – incl. shower, kitchen  

• Victory Hall Decorate and plan for a working group to look at renewing a lease  

• Froghall lane Trees Review costing for tree cutting  



2 
 

3-year plan 

• CCTV for Grange Hill shops  

• Open Spaces Review all open spaces, planting budget  

• Cemetery Review all equipment  

• Cemetery Building review  

• Dog Bins Review need for dog bins in Parish  

• Biodiversity Review our Biodiversity as a parish 



Appendix 5 
 

Members are advised that following a bout of heavy rainfall, it was discovered that an area of 
the ceiling in the Chigwell Member’s Club is leaking. The leak is in the vicinity of the doorway, 
next to the bar. (see photos) 

Further photographs have been circulated to Members in attached to correspondences dated 
20th September 2021 and 5th October 2021.  

The roof for the Victory Hall was extensively repaired in 2000, whilst the roof over the 
Chigwell Member’s Club has received minor repairs, in places, since it’s construction.  

 
   

 

Following site inspections by selected service providers, three proposals/quotations have 
been garnered for Member’s consideration.  



Green Teck Ltd Quote
Roofing and Building Services

Date

Valid Until

Quote #

Customer ID

strip back valley section of roof where water ingress is present 

recover boarded area with new 3 layer felt system 

Total £ 5,850.00    

Once signed, please scan and return via email or post to the company address as 

detailed below.

Special Notes and Instructions

recover boarded area with new 3 layer felt system 

apply 2 coats of aquapol liquid roofing sealant to wear new area meets old 

renew decking boards underneath with 18mm osb board 

strip back valley section of roof where water ingress is present 

Description

Thank you for your business!

Price(£)

Above information is not an invoice and only an estimate of services/goods described above.

Please confirm your acceptance of this quote by signing this document

Chigwel Members Club

Hainault road 

Quote/Project Description

Print NameSignature Date

Customer:

IG7 6QZ

roof repair to members club 

1

n/a

december 27 2021

October 27, 2021

Quote to Chigwel Parish Council 

remove all waste from works carried out leaving site clean and tidy 



Tel: 01992 445 025 Email: Greenteckltd@outlook.com

1 Langridge Cottages, Paynes Lane, Nazeing EN9 2EZ

Should you have any enquiries concerning this quote, please contact William on 07899 231 665/ 01992 445 025









THANK YOU FOR YOUR BUSINESS!

Registered Address: East Hall Farm, Wennington, Essex, RM13 9DS.

Company Registration No : 8070611     |     Vat No : 141766412

Company Name

www.ukroofingspecialist.co.uk

Tel : 0203 327 1303

QUOTATION ON BEHALF OF :
Private -  Victory Hall Chigwell
 Victory Hall Chigwell Parish Council 
Chigwell
IG7 6QZ

Quote No : 2134

Quote Date : 29/09/2021

Qty Description Unit Price Total Amount

1 MOBILE TOWER /  PER IT £150.00 £150.00

12 229003  -  ROOF BOARDING:RENEW IN 19MM PLYWOOD 
/  PER SM

£34.30 £411.60

22 229009  -  ROOF BOARDING:RENEW TIMBER FIRRINGS /  
PER LM

£4.35 £95.70

23 217101  -  FELT:RENEW HP PLAIN OR MINERAL FINISH 3L /  
PER SM

£60.55 £1,392.65

12 227005  -  INSULATION:LAY UPTO 270MM THICK QUILT /  
PER SM

£14.84 £178.08

10 231005  -  FLASHING:RENEW LEAD COVER NE 150MM /  
PER LM

£36.25 £362.50

12 217119  -  FELT:DRIP CARD £35.82 £429.84

16 217025  -  FELT:RENEW ALUMINIUM EDGING /  PER LM £25.16 £402.56

SUBTOTAL £3,422.93

VAT TOTAL £684.59

BALANCE DUE £4,107.52

Terms – please note that this quotation is valid for 30 days from the above date.
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Once the quote is accepted, a deposit of 50% is payable prior to works being scheduled. The remaining 50% is payable 

upon completion. Payment is via bank transfer to the bank details above. Unfortunately, we are unable to accept 

payment by card or cheque at this time.

Please quote 2134 as reference for any queries and payment.

The above information is not an invoice and is only an estimate of services described above, based on our initial 

inspection. If additional works are required, we will inform you prior to proceeding with the works.

If you have any questions concerning this quotation, please contact us at info@ukroofingspecialist.co.uk

mailto:info@ukroofingspecialist.co.uk


 Appendix 6 

RISK MATRIX 
 

“In the field of human endeavour, anything that can go wrong, will go wrong.” – Murphy 
 

Risk is the product of two phenomenon, the possibility of an unwanted occurrence and the consequence of that occurrence becoming a 

reality. 
 

 

The Risk Management process begins with Risk identification. This is followed by Risk Assessment and the planning of an appropriate response. To 

complete the cycle there must be an assessment of the success of this response, to ensure that the risk has been accordingly addressed. This is referred to as 

the ‘Feedback Loop.’ 
 

In terms of Response, there are four options: 

TAKE 

Accept identified risk 

TREAT 

Do something to reduce 

the risk level 

TRANSFER 

Transfer the activity to 

another organisation 

TERMINATE 

Eliminate the activity 

 

The risks are identified on the basis of likelihood and consequence – the consequence of the unwarranted event 

occurring are assessed using a scoring system as follows:  
 

1 – 5:  LOW 6 – 10:  MEDIUM  11 – 15:  HIGH 16+:  CRITICAL 
 

It must be highlighted that the assessment of the level of likelihood or consequence, is generally a matter of perception, unless 

statistical data is available, which is rare – and that a risk level computed, for instance, as ‘low’ does not mean that the unwanted event 

will not occur, or the consequences of it occurring has been accurately assessed. It is important therefore that all risks are assessed on 

a regular basis in order to ensure that they are subject to review and are not neglected just because they are deemed to be ‘low risk.’  
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   Appendix 6a    

 Chigwell Parish Council Risk Management Scheme – Management Committee Environment 

 

 

 RISK  Likelihood Consequence Risk Mitigation  Remarks Monitoring 

Cemetery 

 

Loss of burial records 1 5 5 
Burial records are securely stored in a 

metallic cabinet, protecting against fire 

and water damage.  

 

The proposed software which will allow 

the storage and instant access to burial 

records is available, however the process 

of conversion to an electronic format has 

been suspended, as a consequence of the 

Administration Assistant’s resignation.   

On-going 

Inadequate insurance 

cover 
1 5 5 

Renewal & review of public liability 

insurance on an annual basis, to assure the 

levels of cover are sufficient.  

 

If the proposal for the development of a 

care home (EPF/1182/18) is approved, 

the area of the Cemetery area will 

increase.  

Annually 

Personal injury to 

public 
1 5 5 

Cemetery plots are examined quarterly, to 

maintain standards, necessary repairs are 

immediate. Burial preparations are 

conducted in accordance with established 

regulations.  

  

 On-going 

 

Interruption to water 

supply 
3 1 3 

Regular inspections, necessary repairs are 

completed promptly.   

Water supply system was recently 

replaced with a more weather-proven 

system, to withstand colder temperatures.  

 

Theft and deliberate 

damage to equipment at 

Cemetery compound 

2 4 8 
CCTV system installed with regulatory 

signage. Limited and secure access. High-

value equipment is fitted with tracking 

devices and appropriately insured against 

theft and/or damage. 24hr monitored alarm 

system.  

 

 

Toilet facilities; dirty 

and/or inadequate 
1 3 3 

Regularly cleaned and inspected by staff.  Toilet facilities to be extensively 

renovated. New facility will be accessible 

whilst the Cemetery is open to the public.    

Toilet facilities; 

damaged/unserviceable 
1 3 3 

CCTV system installed with regulatory 

signage. Toilet facilities to be extensively 

renovated. New facility will be accessible 

whilst the Cemetery is open to the public.    

 

CCTV – system 

inoperable 
1 4 4 

CCTV systems recently upgraded, 

maintained in accordance with agreed 

contract; includes servicing and 

emergency call-out.  

 

 Annually  

Non-payment for 

cemetery services 
1 2 2 

Burial services only undertaken following 

confirmed payment.   

 

 On-going 

 

Automatic gates are 

non-operational 
3 2 6 

Servicing contract, with call-out option 

for break-downs.  

 

Pedestrian gate allows exit when 

necessary.  
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 RISK  Likelihood Consequence Risk Mitigation  Remarks Monitoring 

Open 

Spaces 

Rubbish/Litter in 

playground.  
3 2 6 

Regular inspections and cleaning, Waste disposal bins on 

site, are emptied by external service provider during (April 

to September each year) 

Community Assets Committee will 

review the relevant policies, as 

necessary.  

Bi-weekly inspections 

Personal injury to 

public 
1 4 4 

Weekly inspections of playground equipment, independent, 

quarterly inspections undertaken by recognised authority. 

Reported defects identified and repaired. Insurance policy 

includes public liability risk clause. Age appropriate 

signage installed and instructions for Adult Fitness 

Equipment at Chigwell Row recreation Ground and Station 

Green.  

Accidents, near accidents and 

complaints are logged and investigated.  

 

Recent inspection of Adult Fitness 

equipment undertaken by external, 

independent provider.  

Weekly inspections 

Incidences of 

Vandalism 
2 3 6 

CCTV monitoring and signage Criminal damage is reported directly to 

the police.  

Regular inspections 

and maintenance 

Deterioration of play 

equipment 

 

3 2 6 
Budgetary allowance for repairs, renovations and 

replacements, as necessary.  
Community Assets Committee will 

review the situation, as advised by 

staff.  

On-going 

Deterioration of open 

spaces due to 

inadequate 

maintenance 

  

1 3 3 
Comprehensive records of ground maintenance, weekly 

inspection procedures to ensure the appropriate standards 

are achieved.   

Community Assets Committee will 

review the situation, as advised by 

staff. 

Weekly inspections 

Bus Shelters; 

Deterioration, due to 

vandalism and 

inadequate 

maintenance 

 

2 2 4 
Regular inspection reported and documented.  Criminal damage is reported directly to 

the police. Community Assets 

Committee will review the situation, as 

advised by staff. 

On-going 

Public seating; 

Deterioration, due to 

vandalism and 

inadequate 

maintenance 

 

2 2 4 
Regular inspections reported and documented.  Criminal damage is reported directly to 

the police. Community Assets 

Committee will review the situation, as 

advised by staff and based upon 

relevant reports.  

On-going 

Festive lighting; 

inoperable due to 

vandalism and 

inadequate 

maintenance 

2 2 4 
Prior tests of equipment; service provider undertakes any 

necessary repair and maintenance.  
Criminal damage is reported directly to 

the police. Community Assets 

Committee will review the situation, as 

advised by staff and based upon 

relevant reports.  

Prior to use.  

Ground maintenance 

arrangement 
1 4 4 

Comprehensive standards are followed, appropriate staff 

training for all specialist equipment, records of work and 

established inspection regime, staff are assigned duties in 

accordance with training, appropriate budgetary provisions.   

 

Criminal damage is reported directly to 

the police. Community Assets 

Committee will review the situation, as 

advised by staff and based upon 

relevant reports. 

Weekly 

Brook Parade & 

Chigwell Row CCTV 

system; inoperable  

2 2 4 
Annual servicing in accordance to contract, with 

provisions for emergency break-down repairs.  

 

Proposals for the installation of CCTV 

systems at Grange Hill are to be 

pursued.  

On-going 
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 RISK  Likelihood Consequence Risk Mitigation  Remarks Monitoring 

Allotments No formal 

agreement with 

tenants 

2 2 2 
Agreement are signed, and regularly reviewed.  Due to staffing deficiencies the 

maintenance of these records is being 

done and an audit is ongoing,  

On-going 

Payments not 

received 
2 2 2 

Invoices are issued at the start of the financial year, 

pursue outstanding payments and post advisory 

letters, as necessary.  

Following a resolution of the 

Management, the despatch of invoices 

was not undertaken until July 2021.   

On-going 

Personal injury to 

tenants/visitors 
2 3 6 

Regular inspections, and necessary actions, 

advisory correspondence, as necessary.  

 On-going 

Vacant plots 3 1 3 
Advertise vacancies and promotional campaigns; 

incentives for new tenants.  

All plots at Gravel Lane and Limes 

farm are presently occupied an audit is 

ongoing, 

On-going 

Breach of terms & 

conditions 
3 2 6 

Monitor errant tenants, advisory correspondence 

despatched as necessary. Appropriate actions taken 

as deemed necessary.  

 On-going 

General Alarm systems 1 3 3 
Established legally binding contract with relevant 

service providers, which ensure regular and 

methodical site inspections.  

 On-going 
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Appendix 6b 

Chigwell Parish Council Risk Management Scheme – Management Committee: Victory Hall  

RISK  Likelihood Consequence Risk Mitigation  Remarks Monitoring 
Fire/Flood 1 5 5 Ensure comprehensive insurance policies are in place. Install 

a fire alarm system to provide early warning of fire. Complete 

other actions recommended within the fire risk assessment. 

Ensure fire plan/policy is completed and all 

users/clients/contractors are aware, and the relevant 

instructions are visible. Electrical inspections undertaken. 

Fire alarm system installed, as recommended by fire risk 

assessment.  

 

 On-going 

Asbestos – 

risk when 

maintenance 

carried out. 

1 5 5 Asbestos survey conducted to identify potential risks should 

building works/repairs be required. 

 

 Whenever any 

building/maintenance 

required. 

Electricity- 

users risk 

shocks or 

burns from 

faulty 

equipment 

1 5 5 Electrical inspection undertaken – remedial work required to 

deal with fire risks 

PAT testing undertaken on a regular basis.  

 Annual PAT testing 

Hazardous 

substances 

1 3 3 Appropriate PPE supplied to associated staff. Hazardous 

substances appropriately labelled. All potentially hazardous 

materials are stored securely. External H&S advisories are 

actioned. 

 On-going 

Slips, trips, 

falls 

2 2 4 Floor surfaces to be checked regularly for defects. Reported 

issues are actioned. 

 

Appropriate mitigations to potential hazards. External H&S 

advisories are actioned and staff training engaged.  

 

 On-going 

 

 

 



2 
 

 

 

Financial 

shortfall 

3 3 9 Review cost structure of lettings to ensure maximum return. 

Consider different scale of charges to take into account 

Chigwell residents, and the cost of midweek/weekend hire, 

daytime or evenings and commercial or non-profit making 

hires. Conduct advertising to raise awareness and promote the 

facility. 

All utilities renewed using best value with competitive quotes 

obtained. Any significant spends must be part of an agreed 

plan which has been prepared and has agreed funds allocated.  

Current charging structure is the one 

adopted by the Lewis Foundation. 

Decision on pricing policy required from 

the Community Assets Committee. 

 

On-line calendar is now available via the 

parish website to allow availability to be 

assessed. 

Review by Community 

Assets & Finance and 

Governance Committee.  

Deterioration 

in condition 

of the hall 

4 3 12 A plan of upkeep and maintenance is required for the medium 

to long term. 

 

The council intends to schedule a meeting with the Lewis 

Foundation, which will allow this organisation to present 

future management proposals for the Victory Hall/Chigwell 

Member’s Club.   

 

Once long-term management 

arrangements for the hall agreed, finance 

will need to be considered and a budget 

allocated as appropriate. The council has 

resolved to grant a Deed of Surrender, 

which would excuse all personal 

liabilities which are associated with the 

lease.  

 

Annually 

 

Gas – risk to 

users from 

gas 

cooker/hob 

in kitchen. 

1 4 4 Gas safety inspection of cooker/hob undertaken, this facility 

has been determined unusable, is not in operation and has 

since been removed.  

No extractor unit or emergency stop 

switch exist – both required for 

commercial cooker. Boiler serviced 

recently. Consideration should be given 

for new kitchen and appliances in any 

plan for refurbishment of the hall. 

 

Review by Community 

Assets Committee & 

Finance/Governance 

Committee. 

Security of 

hall 

compromised 

2 2 4 Review current arrangements for access to hall and locking 

up policy. 

 

Previous to closure: Lewis Foundation provided keys to both 

regular users and casual users to allow access. No oversight 

to ensure building is correctly locked or any gas/electricity 

turned off was implemented. Decision required on policy 

going forward from Community Assets Committee. 

 

Facility is presently closed.  Review by Community 

Assets Committee & 

Finance/Governance 

Committee. 

 

 



Date acquired Method of valuation Purchase Price Insurance Valuation Disposal

Rotavator 24/02/2016 PP £550.00

Diaphragm Pump  ser. no.H200116 19/01/2016 PP £2,104.20

6 x Litterbins 20/12/2016 PP £2,123.60

Karcher Pressure washer K5 16/02/2016 PP £319.95

Stihl Hedgetrimmer  seer.no. 508118096 12/10/2016 PP £589.99

Gravedigging bucket 10/11/2016 PP £428.40

2 x CCTV cameras 16/11/2016 PP £684.00 Mar-19

10 x Groundmats 05/02/2016 PP £1,503.84

2 x Safety Covers 17/03/2015 PP £830.00

1 x set of shoring panels 03/08/2015 PP £576.00

Kubota Digger datatag 30AK8B ser.no. 69857 13/03/2015 PP £21,108.00 Jun-20

Kubota RTV 12/03/2015 PP £8,520.00 Jun-20

Stiga brush attachment N/K EST £750.00 Jun-19

Youth shelter Various INS £6,834.22

3x Street Lights Various INS £6,152.17

Stihl Strimmer ser.no. 166627830 Various INS £279.64

Hedgecutter Various INS £569.52

Civic Regalia Various INS £4,179.89

Dell Laptop 5590 ser no: SN FCMSKW2 33415614146 08/04/2020 pp £1,092.00

Printer (Eco-Tank) ET-850 07/09/2021 PP £589.00

2 x DELL INSPIRON 15" LAPTOP Invoice No: 3204 04/08/2021 PP £2,887.20

Cemetery Laptop Various INS £869.63

Computer equipment Various INS £22,079.37

10 x Benches Various INS £5,561.13

Playground Equipment, Station Green Various INS 35,828.53

AV, photographic, gardening equipment (Cem) Various INS £7,166.16

Solar powered Cemetery gates Dec-15 INS £31,209.00

Adult fitness equipment, Chigwell Row 16/06/2015 PP £16,670.50

6 x Noticeboards Various PP £2,611.00

Office telephone system 31/01/2008 PP £1,791.00 Nov-18

Cemetry CCTV equipment Various INS £5,000.00

Fencing - P.O. land 12/10/2017 PP £4,794.00

Christmas Lights 26/10/2017 PP £7,148.00

Husqvarna BLi940X Battery pack ser.no. 29172105913 05/04/2018 PP £750.00

Husqvarna 536LiPT5 Pole Pruner ser.no. 2017900118 05/04/2018 PP £307.00

Husqvarna 536LiBX Leaf Blower ser.no. 20174400006 05/04/2018 PP £280.00

Husqvarna LB553SE Mower 05/04/2018 PP £550.00

Bunded diesel tank 750 LT 12/04/2018 PP £1,488.00

Street Litter Bin x7 20/07/2018 pp £2,950.20

Billygoat Leaf Vacuum ser.no. GSV190LANILR280 10/09/2018 PP £2,260.00

Mercedes Sprinter 514 minibus x2 30/08/2018 PP £134,232.00

Avaya Phone System 15/10/2018 INS £2,845.89

Brook Parade CCTV system 14/12/2018 pp £5,090.00

Stihl Leafblower ser.no. 520907482 04/11/2019 pp £399.00

Asset Register 15th OCTOBER 2021                                                        Appendix 7

All new acquisitions will be valued at their purchase price. Items listed below, recorded as insurance value, will continue to be recorded on this basis to maintain consitency from year to year.

This register contains all listings for items of £250 and above. The exception to this is land, where the 'Community Asset'  (CA) is valued at £1                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               



Polaris Ranger EV LS20KHA data tag 81AY7L 09/06/2020 pp £12,591.80

Polaris Ranger Cargo Max system 09/06/2020 pp £731.68

AS 900 Mower ser.no. 033520020016 09/04/2020 pp £8,234.96

Stihl multi-tool engine ser.no. 524811697 15/09/2020 pp £275.00

Makita Drill kit and accessories 16/09/2020 pp £508.98

Clarke Jet washer Tiger 1800A ser.no.7320201 12/01/2021 pp £274.80

CCTV system Chigwell Row 16/02/2020 pp £1,965.00

Cemetery Compound Fencing 09/03/2021 pp £1,525.00

Cemetery Boundary Fencing 11/09/2020 pp £4,775.00

Stihlk Strimmer FS360-C 22/03/2021 pp £649.00

Council office building INS £418,000.00

Victory Hall 21/06/2016 INS £1,760,000.00

Buildings at Cemetery INS £375,800.00

Chigwell Station Green Various CA £1.00

Jubillee Garden Bald Hind Various CA £1.00

Chigwell Park Drive roundabout Various CA £1.00

Lee Grove open space Various CA £1.00

The Maypole open space Various CA £1.00

Tomswood Road open space Various CA £1.00

All Saints Church verge Various CA £1.00

Brook Rise open space Various CA £1.00

St Marys Way open space Various CA £1.00

Courtland Drive open space Various CA £1.00

Brook Way/Barnaby Way open space Various CA £1.00

Woodland Road triangle Various CA £1.00

Ely Place open space Various CA £1.00

Parish Council Offices Land 21/06/2016 CA £1.00

Allotments - Gravel Lane Various CA £1.00

Allotments - Limes Farm Various CA £1.00

The Paddocks - Grove Lane Jan-20 CA £1.00

TOTAL £2,928,155.25



 

 

  

This fire risk assessment should be reviewed by the responsible person regularly so as to keep it up to date, and in 
any event by the date indicated above or at such earlier time as (a) there is reason to suspect that it is no longer 
valid; or (b) there has been a significant change in the matters to which it relates including when the premises, 
special, technical and organisational measures, or organisation of the work undergo significant changes, extensions, 
or conversions. 

 
 

FIRE RISK ASSESSMENT REPORT 
 

Single site/occupier 
 

Employer  
Chigwell Parish Council 

 

Address of property 
Members / Social Club 

Hainault Road 
Chigwell 

Essex    
IG7 6QZ   

 

Telephone Number 
0208 501 4275  

 

 
 

Person responsible for fire safety 
Mr Anthony Belgrave (Clerk to the Council) 

 

Person consulted if not the responsible person 
As Above 

 

Date of Fire Risk Assessment 
25th October 2021 

 

Assessor 
Mr Raymond Skinner 

MIFireE 
 

Reference 
30848924A 

 

Recommended Next Risk Assessment Review date 
October 2022 

 



 

 

  

This report is supplied to the Employer on the terms set out in Chubb Fire and Security Limited’s conditions of sale or conditions of service, as 
applicable. 
  
Chubb Fire and Security Limited owns the copyright in this report. Provided the Employer does not remove or alter this copyright notice Chubb 
Fire and Security Limited grants the Employer a royalty-free licence to copy and use this report for the purposes of complying with the Employer’s 
legal and regulatory obligations in relation to fire safety at the premises identified in this report.  

Scope of Fire Risk Assessment 
 

1. The Regulatory Reform (Fire Safety) Order 2005 (if the relevant premises are in England or 
Wales) or the Fire (Scotland) Act 2005 (if the relevant premises are in Scotland) or where 
appropriate The Housing Act 2004, require the Employer or other responsible person to carry out 
a fire safety risk assessment of the premises. 
  
2. This risk assessment carried out is made to enable the Employer or other responsible person 
to comply with the legal requirements summarised in Paragraph 1 above. 
 
3. This report is addressed to the Employer (or if applicable other responsible person in relation 
to the premises) for its sole benefit and may not be relied upon by any other person, firm or 
company. 
 
4. We have agreed with you that this assessment should be conducted by us in accordance with 
and on the bases and assumptions set out in this scope.  
 
Our ‘Standard’ risk assessment (low / medium risk) is deemed sufficient because all of these 
conditions prevail; 

• Single occupancy premises 

• Do not store >50 litres of highly flammable materials 

• Do not provide sleeping accommodation 

• Is not a licensed premises 

• Mostly open plan 
 
OR 
 
Our ‘Premium’ risk assessment (high risk) is deemed necessary because one or more of these 
conditions prevail; 

• Multi occupancy premises 

• >50 litres of highly flammable materials are stored 

• Sleeping accommodation is provided 

• Is a licensed premises 

• The internal layout of the premises is such that the means of escape is complex 
 
5. The risk assessment should be available for inspection. 
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applicable. 
  
Chubb Fire and Security Limited owns the copyright in this report. Provided the Employer does not remove or alter this copyright notice Chubb 
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legal and regulatory obligations in relation to fire safety at the premises identified in this report.  

6.  This fire risk assessment should be reviewed by the responsible person regularly so as to 
keep it up-to-date and, in any event by the date indicated on the front page of this report or at 
such earlier time as (a) there is reason to suspect that it is no longer valid; or (b) there has been 
a significant change in the matters to which it relates including when the premises, special, 
technical and organisational measures, or organisation of the work undergo significant changes, 
extensions, or conversions. By way of example and without limiting the general statement made 
above, the assessment should be reviewed following: 
 
a) Significant changes to work practices or procedures. 
b) A significant change in the number of people present or the characteristics of the occupants 
including the presence of people with some form of disability.  
c) Any significant structural or material changes to the premises (including the internal layout) or 
to the processes or activities conducted at the premises, including the introduction of new 
equipment. 
d) Significant changes to furniture and fixings and/or to displays or quantities of stock. 
e) The introduction or increase in the storage of hazardous substances.  
f) Any change in the fire precautions in the premises.  
g) Any near miss or fire incident. 
 
And in any event, at recommended intervals of no more than twelve months 
 
7. The hazards and/or risks identified (if any) in each section of this document increase the risk to 
life and/or property safety in and around the areas assessed. 
 
8. The Employer, or other responsible person, should ensure that the additional fire safety 
controls, recommendations and actions set out in this document are effected to bring the 
assessed areas up to a standard that will ensure, so far as is reasonably practicable, the safety 
of any of his employees, any other person lawfully on the premises or any person in the 
immediate vicinity of the premises at risk from a fire on the premises.  
 
9. The Regulatory Reform (Fire Safety) Order 2005 and the Fire (Scotland) Act 2005, as 
applicable, impose various other obligations in relation to fire safety on responsible persons. We 
would be pleased to provide further guidance on these obligations but would like to draw your 
particular attention to the following: 
 
Responsible persons must, amongst other things, provide their employees and parents of 
employed children with comprehensive and relevant information on the risks to them identified by 
the risk assessment, the preventative and protective measures taken and the procedures and 
measures in place in the event of serious and imminent danger to them. 
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10. In this report: 
 

a) Where relevant facts in relation to the premises were not visually apparent on the date of 
our inspection, we have relied on the information and/or responses provided by or on 
behalf of the Employer or other responsible person. 

b) We have assumed that all relevant building regulations were complied with in the 
construction of the premises, including any extension(s), conversion(s), renovation(s) and 
refurbishment(s). 

c) Unless otherwise stated, we have assumed that at the premises (i) all fire safety 
equipment, including fire doors and fire resistant partitions and (ii) all servicing of fire 
safety equipment has been installed or carried out (as the case may be) by persons 
competent to do so and in accordance with all applicable standards.  

d) We have not looked in roof spaces or other hidden areas in the premises except where 
there was an obvious fire hazard which reasonably required further investigation. 

e) We have assumed that information and documentation supplied to us by or on behalf of 
the Employer or other responsible person who has a bearing on this fire risk assessment 
is current, true, accurate and not misleading. 

f) The term “responsible person” has the meaning given to it in The Regulatory Reform (Fire 
Safety) Order 2005 [and the Fire (Scotland) Act 2005.  
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Index 
 
Section A: General Information. 
 
Section B: Fire Hazards and Ignition Sources.  
 
Section C: Means of Escape in Case of Fire. 
 
Section D:  Emergency Escape Lighting. 
 
Section E:  Signs and Notices. 
 
Section F:  Fire Alarm and Fire Warning Arrangements. 
 

Section G:  Fixed and Portable Fire Extinguishing Equipment. 
 
Section H:  Management of Fire Safety. 
 
Section I:  Access for Fire Fighting and Fire Fighter Safety. 
 
Section J:  Schedule of Responsibilities. 
 
Section K:  Assessing the Risk. 
 
Section L:  Action Plan. 
 
Section M:  Premises Risk Categorisation.      
 
Section N:  Photographs.  
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A: GENERAL INFORMATION 
 
DESCRIPTION OF PROPERTY 
 
The property is a linked single storey building standing within its own grounds used as a social 
club. 
 
Premises risk level at the time of the risk assessment;             NORMAL 
(See section m)  
                                                  
Number of storeys, including basement floors in the building:  1 
 
Number of storeys included in the risk assessment:    1 

 
Approximate total floor area in M2 of the floors surveyed:  325   
 
Approximate floor area in M2 of the footprint of the building:  325 
 

Number of additional tenants/occupiers in the building:  None 
     

Brief details of Construction: 
 
The building is of traditional construction circa 1960. It has rendered brick elevations and 
concrete walls and floors. The roof is arched and felt covered. The building is connected to the 
adjacent Victory Hall via an internal door. 
 
 

Occupiers Details: 
 

Location of areas 
assessed i.e. 2nd floor, 

common areas etc. 
Activity and/or Process No at work 

 
Ground floor 

 

 
Entrance lobby, snooker room, bar 

area, dance area, kitchenette space, 
cellar, storage & wc's. 

 

 
None currently 

 
USE OF PREMISES  
 
The premises are used as  a social club. 
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OCCUPIERS OF THE BUILDING 
 
a. Does this risk assessment or review report replace an earlier document? Yes 
 
b. If so what is the date of the earlier document? 7th December 2020 
 
c. Approximate total numbers of persons at work in the whole premises:  See below 
 
d. Approximate numbers of members of the public resorting to the premises: See below   
                      
e. Are the premises used out of hours?                                                No      
 
f. Are persons specifically at risk?                                                              No   
 
g. Approximate total numbers known to sleep in the premises:     None 
 
h. Are there any disabled staff members?                                                           No   
 
i. Are there occupants in remote areas?                                                             No   
 
j. Is there any recent history of fires in the building?                             No   
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Comments and other relevant issues noted (list) 
 
A: i) Present for the fire risk assessment survey was Mr Anthony Belgrave Clerk to the Council.  
Mr Belgrave confirmed Chigwell Parish Council are the current Landlords of the premises. 
However, it is understood responsibility for the building may transfer back to The Lewis 
Foundation or similar party at some point in the future. 
Should this be the case the contents of this report particularly any outstanding action plan items 
should be bought to their attention. 
 
ii) The premises has been closed since the onset of the COVID virus. It is currently unoccupied. 
 
iii) The premises would normally hold a Premises Licence for public entertainment and the 
consumption of alcohol, which are issued by the Local Authority under the Licensing Act 2003, 
however it is understood this may have expired. 
 
A a and b: The earlier fire risk assessment was carried out on 7th December 2020 by SAFE I.S. 
There are outstanding actions from this report. 
 
A c: No persons are employed to work in the premises. It is understood volunteer staff carry out 
specific functions such as bar work when the building is in operation. 
 
A d: Out of Covid restrictions the club is used by members and guests only. The capacity of the 
club could not be confirmed, however it is estimated around 20 or 30 persons may be on the 
premises at any one time. 
 
A e: The club is currently not open. 
 
A g: No persons are known to sleep in these premises. 
 
A h: No disabled staff work in the premises. However, members of the public frequent the 
building when open, some of whom may be disabled. See Sections H1 and H4.   
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B: FIRE HAZARDS AND IGNITION SOURCES 
 

B1; Electrical Sources of Ignition 
  
a. Is portable appliance testing carried out?                                                        Yes   
 
b. Are electrical circuits and installations periodically tested and inspected?      Yes   
 
c. Is there managerial control of personal electrical items?                                 No   
 
d. If extension leads and adaptors are in use are they used safely?                   Yes   
 
e. Are electrical cables routed so as to avoid physical damage?                        No  
 
f. Is lightning protection provided for the building?                                              N/A 
 
g. Is the lightning protection tested periodically?  N/A 
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Comments and other relevant issues noted (list) 
 
B1 General Note: 
After recommendations from the previous fire risk assessment, electrical works were 
commissioned for the property by the Parish Council. These works included significant 
improvements to the fixed wiring system within the premises and additional emergency light units 
to be fitted. 
On completion of the work a NICEIC Certificate has not yet been provided by the contractors 
Trace electrical Ltd following issues identified regarding the incoming electrical supply to the 
building. 
This remedial work is to be carried out by UK Power Network shortly. 
 
B1 a: Portable appliance tests are conducted at appropriate intervals. The most recent test date 
is September 2021. The tests were carried out by PHS Compliance. The company has a routine 
PAT testing programme. 
 
B1 b: See comments regarding the electrical circuits and installations above. It is assumed once 
the electrical supply issues have been rectified the contractors will issue a certificate. 
 
B1 c: No evidence that a managerial policy is in place for the use of items of personal electrical 
equipment by voluntary staff was provided.  
 
B1 e: It was noted that an amount of electrical wiring located within the front storage room 
appeared to be taped in a temporary fashion. It was not known if this wiring was live or now 
decommissioned (see photograph 1). 
 
B1 f and g: Lightning protection is not normally required for low-rise buildings.  
See the recommendations in the action plan. 
 
Indicate the appropriate risk level: Normal    
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B2; Smoking 
 
a. Is smoking permitted in any part of the building?                                           No  
 
b. Is smoking managed in an appropriate and safe manner?                            Yes 
 
c. Are the legally required no smoking signs provided? Yes 
 
Comments and other relevant issues noted (list) 
 
B2 a: This is a site, which complies with the current non smoking legislation. 
 
B2 c: Signage to indicate that smoking is not permitted is provided in accordance with the duties 
imposed by virtue of section 6(1) of the Health Act 2006. 
 
Indicate the appropriate risk level: Low 
 



 

 

  

This report is supplied to the Employer on the terms set out in Chubb Fire and Security Limited’s conditions of sale or conditions of service, as 
applicable. 
  
Chubb Fire and Security Limited owns the copyright in this report. Provided the Employer does not remove or alter this copyright notice Chubb 
Fire and Security Limited grants the Employer a royalty-free licence to copy and use this report for the purposes of complying with the Employer’s 
legal and regulatory obligations in relation to fire safety at the premises identified in this report.  

B3; Heating 
 
a. Are mains gas supplies connected?                                                               Yes   
  
b. Are fixed heating installations, gas appliances and boilers 
    subject to regular maintenance by competent contractors?                           Yes 
 
c. Are portable heaters in use?                                                                          No 
    list the types; N/A 
 
d. Are portable heaters kept away from any combustible                                   N/A 
    storage or refuse?              
 
Comments and other relevant issues noted (list) 
 
B3 a: Heating and hot water is provided from a gas powered boiler located within the front store 
area.  
 
B3 b: Mr Belgrave confirmed that the fixed heating installations, gas appliances and boilers are 
subject to regular maintenance and servicing by a Gas Safe registered engineer. However, no 
records were available at the time of the survey. The council have a contract with British Gas and 
records indicated a service date of 15th December 2020 but this may have been for the boiler 
located in the adjacent Victory Hall. 
 
B3 c: No portable heating appliances were noted in use during the survey.  
 
See the recommendations in the action plan. 
 

Indicate the appropriate risk level: Normal 
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B4; Cooking 
 
a. Are catering facilities provided?                                                                Yes  
 
b. Is this on a commercial basis?                                                                  No   
 
c. Does this involve the use of deep fat fryers, 
    an oven or cooking range?                                                                           Yes  
 
d. Are emergency cut off switches/valves/cocks provided and accessible 
    with their location and use indicated by signage?                                     N/A 
 
e. Are grease filters and extraction ducting degreased and cleaned?           N/A 
 
f. Are cleaning certificates provided?                                                           N/A 
 
Comments and other relevant issues noted (list) 
 
B4 a: Catering facilities consist of domestic style appliances, including a microwave oven, fridge, 
domestic electric oven and kettle. These are considered to be part of the electrical risk (refer to 
Section B1 above). 
 
Indicate the appropriate risk level: Normal 
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B5; Arson/Wilful Fire Raising 
 
a. Is external refuse managed adequately?                                                     Yes 
 
b. Are suitable external security arrangements in place?                                Yes  
 
c. Are suitable internal security arrangements in place?                                 Yes  
 
d. Is the premises vulnerable to arson?                                                             No   
 
Comments and other relevant issues noted (list) 
 
B5 a: The premises are unoccupied at present. No refuse is generated. 
 
The following security measures are in place within the premises: 
 
Doors are fitted with conventual locks. 
 
The rear doors and window are provided with metal shutters. 
 
It is understood the council are considering providing CCTV to the rear car park area which would 
enhance the security arrangements. 
 
B5 d: Whilst no premises can be excluded from the possibility of deliberate fire setting, the 
security measures in place reduce the opportunity for this. The premises are not considered to be 
a high risk. 
 

Indicate the appropriate risk level: Normal 
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B6; Factory Processes 
 
Do any potentially hazardous processes take place?                                           No  
                                
Comments and other relevant issues noted (list) 
 
The premises are used as a social club, no hazardous processes take place.  
 
Indicate the appropriate risk level: Low 
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B7; Storage and Housekeeping 
 
a. Are large/abnormal amounts of combustible storage kept in the premises?      No 
 
b. Is there a large or excessive fire loading?                                                          No   
 
c. If so are storage arrangements adequate?                                                         N/A 
 
d. Are highly flammable materials kept in the premises?                                        No 
 
e. If so are storage arrangements adequate?                                                         N/A 
 
f. Are other fire related hazardous materials kept in the premises?                          No 
   
g. If so are storage arrangements adequate?                                                         N/A 
 
h. Is general housekeeping satisfactory?                                                               Yes 
   
i. Is the upholstery of foam furniture in good condition?                                           Yes 
 
j. Are significant ignition sources separated from combustible or                           Yes 
   highly flammable materials?         
 
k. Is the use of highly flammable materials minimised?                                           Yes 
 
Comments and other relevant issues noted (list) 
 
B7 a: The storage of paper and other combustible materials is typical for this type and size of 
premises and does not represent a significant risk. 
 
B7 h: At the time of the survey the general housekeeping arrangements were satisfactory. The 
risk has been reduced as low as reasonably practicable. 
 
Indicate the appropriate risk level: Normal 
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B8; Building Work and Outside Contractors 
 
a. At the time of the risk assessment, was any building work being carried out?     No 
 
b. If so did this introduce any unusual hazards or ignition sources?                     N/A 
 
c. Is there a suitable managerial policy in place for the control of contractors? Yes 
     Note: This question also refers to future contracts. 

 
d. Are appropriate fire safety conditions imposed on contractors?                            Yes 
     Note: This question also refers to future contracts. 
 
e. Is there a permit to work / hot work permits scheme in place?                             N/A 
     Note: This question also refers to future contracts. 
 
f. Do contractors work out of hours?                                                                    No 
 
Are occupants at risk from fire hazards and ignition sources, which 
have been introduced by builders/contractors?                                             N/A 
  
Comments and other relevant issues noted (list) 
 
B8 a and b: At the time of the assessment there were no building works being carried out. 
 
B8 c and d: Chigwell Parish Council have employed the services of Wirehouse Employer 
Services who provide Health & Safety management via a documented safety management 
system. 
This includes advice on the management of contractors. They are expected to provide method 
statements, risk assessments where necessary and operational controls.  
All contractors are asked to provide details of public liability when working on the premises and 
are supervised if necessary. 
 
B8 e: Due to the size of the building and the nature of the health and safety hazards within it, a 
"permit to work" system is not required. 
 
Indicate the appropriate risk level: Normal 
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C: MEANS OF ESCAPE 
 

Main Access to the building is via: a single entrance from an open area  

 

C1; Alternative Means of Escape;  
An alternative means of escape is provided. 
 

The alternative means of escape are available via: 3  final exit doors  
 
a. Are there adequate numbers of final exit doors?                                                 Yes   
 

b. Can all fire exits be immediately opened without the use of a key No 
 and/or are their fastenings suitable for the people who may need  
 to use them?                       
 

c. Are electronic security locks fitted to exit doors on escape routes?                     No   
 

d.  If so are they appropriately and safely fitted and maintained?                             N/A 
 

e.  Do fire exits open in the direction of escape?                                                      No   
 

f.  Are sliding or revolving doors relied on for means of escape?                             No   
 

g.  Is adequate artificial illumination provided where necessary?                             Yes   
 

h.  Are the alternative exit route/s provided with appropriate                                   No   
       fire exit signage?  

 

i.  Are any inner, inner room situations involved?                                                      No 
 

j.   Are vision panels fitted or automatic fire protection provided  
  in access rooms to inner rooms?          Yes 
 

k.  Are vision panels of inner rooms obstructed? No 
 

l.  Were any unsatisfactory fire exit or escape routes noted?                                  No   
 

m. Travel distances acceptable?                                                               Yes   
 

Alternative means of escape acceptable?                                                          Yes  
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Comments and other relevant issues noted (list) 
 
C: Entry to the premises is from the front car park into the reception lobby. Alternative means of 
escape is provided via a double set of doors to the rear of the building and also a single door 
adjacent to the cellar area and also a side door adjacent to the bar. 
A door is provided giving access to the Victory Hall however this is not considered appropriate or 
necessary for means of escape purposes. 
 
C1 a: It is considered that the number and width of emergency exits are suitable for the likely 
number of occupants.  
When the number of occupants likely to use a room or area is not known the capacity is based on 
floor space and the availability of fire exits. the largest exit door or doors are discounted as the 
route may not be available should a fire occur.  
Based on the floor space, layout of the rooms and number of exits remaining the arrangements 
are considered acceptable. 
 
C1 b: The rear fire exit doors are fitted with locks, which require the use of a key in order to open 
them. This arrangement is not considered safe since it is always possible that keys will be 
missing when needed in an emergency (see photograph 2). 
 
C1 e: The main entrance doors open inwards. It is unlikely the number of persons using the 
doors would exceed 60 and alternative exit routes are available. Normally exit doors should open 
in the direction of escape, in this case the risk is considered acceptable. 
 
C1 g: Adequate artificial illumination is provided to enable persons to safely negotiate escape 
routes. Also see Section D. 
 
C1 h: The alternative exit routes are not provided with adequate or appropriate fire exit signage. 
See section E. 
 
C1 j and k: Inner rooms are provided with suitable clear vision panels to enable occupants to see 
if a fire has started in the access room, and also automatic smoke detection located in the access 
rooms. 
 
C1 m: Travel distances are generally in accordance with those recommended in the Guide 'Fire 
Safety Risk Assessment: Small and Medium Places of Assembly' published by The Department 
for Communities and Local Government.’ 
 
See the recommendations in the action plan. 
 
Indicate the appropriate risk level:  High 
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C2; Protection of Internal Escape Routes and Structural Integrity 
 

a. Are any dead end exit routes adequately protected?                                            N/A   
 

b. Are floor surfaces, stairs and handrails etc, safe?                                                Yes   
 

c. Are exit routes adequately clear of storage and obstructions?                            Yes   
 

d. Are staircases kept clear of storage and obstructions?                                        N/A   
 

e. Are existing fire doors installed to conform with British Standard 476?                Yes   
 

f. Are fire doors held open by irregular means?                                                        No   
 

g. Are door holding devices fitted to fire doors?                                                        No   
 

h. If so are they appropriately and safely fitted, signed and maintained?                 N/A   
 

i. Are any fire doors or fire resisting partitions damaged?                                        Yes   
 

j. Are existing fire resisting partitions installed to comply with No 
   British Standard 476 as far as could be ascertained?             
  

k. Is there reasonable limitation of linings which might promote fire spread?          Yes   
 

l. Are service shafts between floors adequately fire stopped?                                 N/A 
 

m. Are doors to service riser shafts to a suitable fire resisting standard?               N/A 
 

n. Is compartmentation considered to be of a reasonable standard?                      Yes 
 

o. Are disabled refuges provided?                                                                           No   
 

p. If so, are they adequate and provided with appropriate communications?          N/A 
                                                       

q. Have active fire precautionary arrangements been introduced to                       No   
replace passive measures? i.e. automatic fire detection to replace fire resisting  
lobbies on a single staircase etc.                   
 

r. If so are they considered safe and adequate?                                                     N/A 
 

Is the protection of internal escape routes and structural                                Yes   
integrity satisfactory?                                                                                              
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Comments and other relevant issues noted (list)     
 
C2 a: There are no significant dead end exit routes in these premises. 
 
C2 c: All exit routes were found to be clear of any storage and obstruction at the time of the 
assessment. 
 
C2 i: The rear fire door separating the two premises was damaged with a hole located under the 
lock and also the door did not incorporate intumescent strips or smoke seals (see photograph 3).  
 
C2 j: It was noted some of the false ceiling tiles had been removed. It is possible these tiles form 
part of the fire separation strategy preventing any fire from spreading from this premises into the 
adjacent building (see photographs 4 and 5). 
 
C2 o: This is a single storey building, therefore disabled refuges are not required. The main 
entrance is level with the car park and the rear exit has a small drop from a decked area which is 
considered acceptable for disabled egress. 
 
See the recommendations in the action plan. 
 
Indicate the appropriate risk level:  Normal 
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C3; External Exit Routes 
 

a. Do external exit routes lead to a place of final safety?                                Yes 
 

b. Are external exit routes even, illuminated and provided with fire exit signage?    Yes 
 

c. Are external staircases, balconies and gangways examined by a competent     N/A 
    person at not less than three yearly intervals.  
 

d. Are any doors or windows (other than toilet windows), which open onto or    N/A                 
    are within 1.8 metres horizontally or 9 metres vertically of external staircases, 
    balconies and gangways, which are used for means of escape purposes  
    fire resisting? 
 

e. Are external staircases or exit routes clear of storage or obstructions?               Yes 
 

f. Are the external escape routes and structures considered satisfactory?              Yes 
          

Comments and other relevant issues noted (list) 
 
C3 a: The main entrance discharges direct to the front car park area. The rear exit discharges to 
a small enclosed seating area which has access to the car park via a wooden gate. 
 
Are persons at risk from means of escape deficiencies?  Yes  
Note: This question relates to all three means of escape sections. 

 
Indicate the appropriate risk level:  High 
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D: EMERGENCY ESCAPE LIGHTING 
 
Description: Stand alone non-maintained units   and integral to normal lighting                            
 
a. Maintained by?   Not known                                                                                                   
 
b. Is the system serviced and certificated to comply with the current British 
    Standard 5266?   No 
 
c. Tested to comply with the current British Standard 5266?          No 
 
d. Date of last service?  See below  
 
e. Records up to date?                                                                    No 
 
f. Is the emergency lighting system in good physical condition?   Yes 
 
g. Are there any areas where emergency lighting is not provided and  No 
    where it is required?  
     
Comments and other relevant issues noted (list) 
 
D a, b, d and e: Additional emergency lighting units were provided as part of the recent electrical 
improvement works. However, there is no evidence to confirm the emergency escape lighting is 
currently maintained, serviced and tested in accordance with British Standard 5266-8:2004. 
 
D c: It could not be confirmed that the existing emergency lighting system is being tested each 
month in accordance with the recommendations of the current British Standard 5266: Part 8. 
Currently the premises are unoccupied, however the testing should resume when it is planned to 
occupy the building again. 
 
See the recommendations in the action plan.  
 

Are occupants at risk from emergency lighting deficiencies?  Yes   
 
Indicate the appropriate risk level: Normal 
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E: SIGNS AND NOTICES 
 
Existing signs and notices provided comply with the Health and Safety (Safety Signs and Signals) 
Regulations 1996 and/or British Standard 5499 part 4-2000  
 
 
Additional signs required?                                                                      Yes 
If so please see the recommendations in section L, action plan.  
 
Comments and other relevant issues noted (list) 
 
E a: The alternative exit routes are not provided with adequate or appropriate fire exit signage 
(see example photographs 6 - 9). 
 
E b: Fire alarm call points are not indicated by suitable signs or Fire Action notices which give 
occupants immediate emergency instructions (see example photographs 10 and 11).  
 
E c: The fire door separating the social club and Victory Hall is not provided with a " Fire Door - 
Keep Shut" notice. 
 
See the recommendations in the action plan. 
 
Are occupants at risk from signage deficiencies? Yes   
 
Indicate the appropriate risk level: Normal 
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F: FIRE ALARM AND FIRE WARNING ARRANGEMENTS 
 
Description of System: Manual with partial automatic detection.                   
 
If partial automatic detection indicate areas where provided; Most accommodation areas. 
 
Is phased evacuation or a staged alarm system used in the building?            No   
 
Are visual or other non audible signals used or necessary to  
augment the fire warning arrangements?                                                        No   
 
a. Maintained by  Not known        
                                                                                    
b. Does the system appear to conform to British Standard 5839 part 1?        Yes 
 
c. Serviced to comply with British Standard 5839 part 1?                         No  
 
d. Tested to comply with British Standard 5839 part 1?                        No  
 
e. Date of last service? Not known  
 
f. Records up to date?                                                                             No 
  
g. Alarm connected to a remote monitoring centre?                                  No  
 
h. History of false alarms?                        No 
 



 

 

  

This report is supplied to the Employer on the terms set out in Chubb Fire and Security Limited’s conditions of sale or conditions of service, as 
applicable. 
  
Chubb Fire and Security Limited owns the copyright in this report. Provided the Employer does not remove or alter this copyright notice Chubb 
Fire and Security Limited grants the Employer a royalty-free licence to copy and use this report for the purposes of complying with the Employer’s 
legal and regulatory obligations in relation to fire safety at the premises identified in this report.  

Comments and other relevant issues noted (list) 
 
Automatic fire detection linked to the fire alarm system is provided throughout most areas of the  
building. The system appears to meet approximately Category L2 or L3 (automatic fire detection) 
of British Standard 5839 part 1.  
 
F a, c, e and f: It could not be confirmed when the fire alarm was installed however currently 
there is no evidence to confirm fire alarm system is maintained, serviced and tested according to 
the requirements of the current British Standard 5839-1.  
 
F b: Clarification is required on how the system operates and if it is a stand alone system or 
linked to the installation in Victory Hall. 
 
F d: There was no evidence that the system is currently being tested according to the 
requirements of the current British Standard 5839-1. 
 
F g: The premises fire alarm system is not connected to a remote monitoring centre.  
See the recommendations in the action plan.  
  
Are occupants at risk from fire alarm deficiencies? Yes 
 
Indicate the appropriate risk level: High 
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G: FIXED AND PORTABLE FIRE EXTINGUISHING EQUIPMENT AND 
INSTALLATIONS. 

 
 

G1; The following types of portable fire extinguishers are provided on site:  
Carbon Dioxide  Foam 
 
 

a. Are fire extinguishers adequate for the current risk?                                            Yes   
 
b. Are fire extinguishers correctly sited and correctly identified by signage?          Yes   
                    
c. Are fire extinguishers adequately secured in position and not obstructed?         Yes   
            
    Extinguishers serviced by: Chubb Fire & Security Ltd 
  
d. Are fire extinguishers serviced in accordance with British Standard 5306?         Yes 
 
e. Records up to date:                                                                           Yes   
 
f. Date of last service?  April 2021  
 
Comments and other relevant issues noted (list) 
 
G1 a - e: The fire extinguishers provided are adequate for the risk, correctly sited, identified by 
signage, secured in place and not obstructed.   
They are serviced in accordance with British Standard 5306 and the records are up to date but 
available on extinguisher test labels only. See Section H3. 
 
Are occupants at risk from fire extinguisher deficiencies? No   
 

Indicate the appropriate risk level: Normal 
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G2; The Following Fixed Fire Fighting Installation/s is/are provided on site: 
 
 

Type of equipment Serviced by Date of last service 

None required - - 

 
 
Records up to date? N/A 
 
Comments and other relevant issues noted (list) 
 
G2: There are currently no requirements for any form of fixed fire-fighting installations for these 
premises.   
 
Are occupants or fire-fighters at risk from fixed installation deficiencies? No   
 
Indicate the appropriate risk level: Low 
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H: MANAGEMENT OF FIRE SAFETY 
 

H1; Fire Routine and Emergency Plan 
 
a. Is there an established fire routine and emergency plan? No 
 
b. Are all necessary issues, included in the plan?                            No                                                                    
 
Comments and other relevant issues noted (list) 
 
Note: 
As the premises are currently unoccupied comments in Sections H1 - H4 are based on guidance 
for when the social club is operational. 
 
H1 a and b: There was no written fire routine or emergency plan available at the time of the 
survey. 
 
See the recommendations in the action plan. 
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H2; Training and Drills 
 
a. Are all staff given fire instruction on induction?                                                 No 
  
b. Are all staff given periodic refresher training at suitable intervals?                   No   
 
c. Have all staff been made aware of the emergency plan?                                 No   
 
d. Are staff trained to recognise and use the fire extinguishers?                          No   
 
e. Are fire wardens appointed and trained?                                                  N/A 
 
f. Are there adequate numbers of fire wardens?                                                  N/A 
 
g. Are staff other than fire wardens designated  
    to assist where necessary?                                                                               No   
 
h. Evacuation drills held?                                                                        No   
 
i. Date of last evacuation drill? N/A      
 
Comments and other relevant issues noted (list) 
 
H2 a - d: No staff are employed in the premises however when the club is operational volunteers 
are used to staff the bar area. There is no indication that any fire safety training is provided. 
 
H2 e and f: Fire wardens are not appropriate for these premises due to the few voluntary staff 
members in attendance at any one time. Therefore, all volunteers need to clearly understand the 
fire emergency procedure so that in the event of an evacuation the senior member is able to 
confirm that the premises are clear and that no staff member or visitor is missing.  
 
H2 h and i: It would not be appropriate to conduct fire evacuation drills when the premises is 
open to customers. Out of opening hours there is no volunteer staff on the premises and physical 
evacuations would be of limited use. 
 
See the recommendations in the action plan.  
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H3; Record Keeping 
 
a. Is a dedicated fire log book maintained?                                                          No   
 
b. Are all appropriate records maintained?                                                          No   
 
Comments and other relevant issues noted (list) 
 
H3 a and b: The majority of maintenance records are kept within an electronic database and hard 
copies managed by staff in the Parish Council offices located a few metres away. Guidance is 
provided in the action plan indicating the type of records which should be kept. 
 
See the recommendations in the action plan. 
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H4; Disabled Persons and Visitors 
 
a. Are disabled persons employed?                                                                    No   
      
b. Do disabled persons frequent premises?                                                  Yes  
 
c. Is management of disabled procedures satisfactory?                 No 
 
d. Is the procedure part of the fire routine, emergency plan                                No 
    and staff training?   
 
Brief description of the procedure; There are no procedures in place. 
 
e. Do visitors frequent the premises?                                                                  Yes   
 
f. Is the managerial procedure for visitors satisfactory?                                     No 
 
Brief description of procedure; There are no procedures in place. 
 
Comments and other relevant issues noted (list) 
 
H4 c and d: No detailed procedure or policy was found on site, which deals with all aspects of 
access and egress, disabled refuges and procedures to be followed for disabled staff and visitors 
in the event of an emergency. 
 
H4 e and f: No detailed procedure or policy was found on site, which deals with visitor evacuation 
and safety in an emergency.  
 
See the recommendations in the action plan. 
 
Are any persons at risk from management deficiencies? Yes   
 
Indicate the appropriate risk level: High 
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I: ACCESS FOR FIRE FIGHTING & FIRE FIGHTER SAFETY 
 
a. Is access for fire brigade vehicles satisfactory?                                                  Yes   
 
b.  Is access for fire fighters on foot satisfactory?                                                     Yes   
 
c.  Is access for fire fighting or means of escape clear and unobstructed?              Yes   
 
d.  Date of last Fire Brigade inspection, if known?  Not known 
 
e.  Have the Fire & Rescue Service been advised of any changes                          Not known   
     to the building or occupancy?                                                                                                               
 
f.   Are local water supplies / hydrants adequate and                                               Yes   
     Suitably near to the building? 
 
g.   Are the local Fire Service made aware of any hazardous materials 
      or issues, which might be hazardous when fire fighting?                                    N/A   
 
h.  Is external signage provided to warn fire fighters of storage hazards?                N/A   
 
i.  Are suitable fire-fighters switches provided?                                                       N/A 
 
j.  Has the responsible person considered any issues, which might                       Yes 
    significantly damage or effect the environment in case of fire? 
 
k.  Has the possibility of fire spread to or from adjoining or adjacent buildings       Yes   
    been considered by the responsible person? 
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Comments and other relevant issues noted (list) 
 
I a and b: Access for fire appliances is to two sides for firefighters on three sides of the property 
which is considered satisfactory. 
 
I f: A statutory hydrant is located at the junction of Hainault Road and the High Street 
approximately 75 metres from the building. 
 
I j: The content of the premises and the building construction are such that in the event of fire 
there should be no significant environmental impact. 
 
I k: There is adequate separation from adjoining / adjacent premises. However see comments in 
Section C2 i and j. 
 
Are occupants, the environment or fire fighters at risk from access or managerial 
deficiencies? No                                               
 
Indicate the appropriate risk level: Normal 
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J: SCHEDULE OF RESPONSIBILITIES 
 
The fire precautions listed below and the recommendations in this document, are required to be 
maintained by the responsible person at all times when the premises are occupied and should 
include contractors and cleaning staff employed to work in the premises. 
 

Means of Escape Should be kept clear, available at all times when the premises are 
occupied and be kept free from ALL obstructions and combustible 
materials. They should be properly maintained and all fire doors onto 
means of escape should be kept closed when not in use. 

Locks and Fastenings All doors through which persons may have to pass to evacuate the 
building should only be fastened so that they can be easily and 
immediately be opened by one easy method without the use of a 
key. 

Fire Alarm System Where a workplace is equipped with fire detectors and alarms, they 
should be in operational order whilst the premises are occupied, and 
be maintained and tested to comply with the relevant code of 
practice. 

Electrically Operated 
Doors 

All doors fitted with electrically operated door release mechanisms 
should release open in the event of a power failure, or in the event of 
the fire alarm sounding. Where appropriate they should also be fitted 
with a break glass release point. 

Portable Fire Fighting 
Equipment 

A workplace should be provided with appropriate fire fighting 
equipment which should be kept available for use at all times, and 
be properly maintained to comply with the latest codes of practice.  

Fire Signs and Notices All fire signs and notices should be kept visible and in good order, 
and be fixed permanently. 

Emergency Escape 
Lighting 

Where installed, should be in good working order, be maintained and 
comply with the relevant codes of practice. 

Training All employees and contractors employed to work in the premises 
should be trained in the fire procedures. Up to date records of 
training should be maintained and employers should nominate 
employees (fire wardens) to assist in implementing the fire safety 
measures of the organisation. 

Physically or Sensory 
disabled Persons 

Procedures for physically or sensory impaired persons should be in 
place and special arrangements made as appropriate. 

Steps, Stairs and Corridor 
Surfaces 

Should be maintained in good order with non slip surfaces so they 
will not be a hazard to persons escaping in case of fire. 

 

Furniture and Equipment Should not be placed so as to cause an obstruction to persons, and 
should be placed so as to afford free passage to persons in case of 
fire 

Fire Hazards All combustible items of storage should be kept in such a way that 
they do not represent a fire hazard. Any flammable material should 
be kept to a minimum, and should be stored safely so as not be 
exposed to risk of ignition. 

Fire Precautions Records  
and Fire Emergency Plan 

All Fire related records and Fire Emergency Plans/Procedures 
should be kept up to date and be available for inspection by any 
authorised person. The Fire Emergency Plan should be in a written 
format. 
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K: ASSESSING THE INDIVIDUAL RISKS 
 

In order to assign priority to the risks identified, assessors must determine how likely the threat 
posed by each hazard is to happen. The simplest method of carrying out this prioritisation 
exercise is through the use of the matrix below.  
 
In this matrix, assessors need firstly to determine how serious the hazard is (is it life threatening 
or merely an annoyance). This allows the assessor to place the hazard on the severity scale of 
the matrix (Low – Very High), running an imaginary line vertically from this placement gives one 
series of reference points. 
 
Assessors now need to determine the probability of the threat actually happening (is it likely to 
happen almost daily, or is it unlikely to ever happen). Once this probability has been determined 
an imaginary line can be horizontally run from the identified probability on the left of the matrix to 
where it meets the imaginary vertical line already run from the severity scale. Where the two lines 
cross gives the resultant prioritisation for action to be taken (see key).  
 

Likelihood 

Very Likely 
Could occur on 
a daily basis, or 
at least more 
than once per 
week 

    

Likely 
Could occur 
more than once 
a month. 

    

Unlikely 
Could occur 
within a year 
 

    

Remote 
Only likely to 
occur once in a 
lifetime 

    

 Low 
negligible or 
light smoke 

inhalation only 

Medium 
light to heavy 

smoke 
inhalation 

 

High 
heavy smoke 

inhalation & risk 
of burns 

Very High 
risk of serious 
injury or death 

Severity 
 

 
 
 
 
 
 

 Immediate action 

 Action completed within 1 month 

 Action completed within 3 months 

 Action completed within 6 months 

KEY 
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L: ACTION PLAN 
 

The action plan which follows, sets out the risks to be eliminated or minimised to an acceptable level.  
 
The action plan identifies the risk by cross reference to the various section where the deficiency has been identified (e.g. B.1.a. portable appliance testing) 
 
It provides details of the identified risk, the recommended action required to eliminate or minimise the risk and the priority given to the risk (e.g. action should be 
completed within one month) 
 
 

Section Action 
Priority 

Recommended 
time frame 

 
Date Completed 

(Client Action) 

B1 c: There should be a formal policy and managerial control on electrical items of equipment, which 
are brought into the premises. Due to the way the hall is used it is unlikely these items would be 
available for the periodic electrical safety testing which takes place. 
 
Recent media reports suggest that a number of fires, some of which were fatal, have been caused 
by faulty or counterfeit mobile telephone chargers and replacement batteries for laptop computers 
etc. While the chargers and other equipment, which are supplied with branded electronic goods 
are made to the highest standard are no cause for concern, the cheap unauthorized, usually 
unbranded chargers and batteries – the type often purchased online or from markets stalls or 
abroad – can often be hazardous. It is therefore, important to ensure that this type of equipment is 
not being used by persons using the hall. 
 
e: The electrical contractors should be consulted to identify the status of the electrical wiring 
hanging from the ceiling located within the front storage area. Any necessary remedial works to 
make the electrical system safe should be carried out by a competent contractor. 

 

Three Months 
 
 
 
 
 
 
 
 
 
 
 

One Month 

      

B3 b: Gas boilers and other appliances, which are powered by natural gas, should be subject to 
periodic servicing by a suitably registered person in accordance with the manufacturers 
recommendations. Record of this work should be maintained in the log book and certificates 
should be provided by the contractor. 
Records should be checked to identify if servicing of this appliance has been carried out. 

 

One Month 
      

      

C1 b: Doors that are required for means of escape must be easily and immediately open-able from 
within, at all times that the premises are occupied in order to prevent persons being impeded or 
trapped in the event of fire. 
 

Three Months 
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Section Action 
Priority 

Recommended 
time frame 

 
Date Completed 

(Client Action) 

The use of deadlocks with keys is usually only acceptable to secure doors when the premises are 
unoccupied. Preferably locks on fire exits, which require the use of a key should be replaced by 
properly signed panic bars or with locks, which do not require the use of a key such as snib locks. 
The rear fire exit has a deadlock. 

 
C2 i: The fire door separating the two premises located to the rear of the building should comply to the 

following standard: 
The door should achieve the level of fire separation outlined by the current British Standard 476: 
Part 22 and be installed in accordance with the recommendations contained in the current version 
of British Standard 8214. Any holes should be repaired using fire resisting materials. The door 
should be fitted with three steel hinges, approved cold smoke seals and intumescent strips to the 
top and both edges of the door or frame and be kept closed when not in use. Additionally, the door 
is required to be fitted into frames with door rebates of adequate depth. 
 
j: Any false ceiling tiles currently removed should be replaced.  

 

One Month 
 
 
 
 
 
 
 
 

One Month 

      

D a, b and d: It is recommended that a servicing contract should be established (if one is not already 
in place) with a competent contractor, who will maintain and test the emergency lighting system in 
accordance with the recommendations of the current British Standard 5266: Part 8 and be 
available to carry out repairs as necessary.  
 
c and e: It is recommended that tests (flick tests) are carried out by management on the 
emergency lighting system by the simulation of a failure of the power supplies. Any failure of 
luminaires etc should be recorded and arrangements made to provide the necessary repairs. 
Emergency lighting should be tested in accordance with BS 5266-8:2004 i.e. monthly and the 
results entered in the fire log book. Additionally, regular inspections of the luminaries should be 
conducted to identify any that are physically damaged or those which are not showing an 
illuminated battery charging light.   

 

Three Months 
 
 
 
 

Three Months 

      

E a: All routes and doors affording means of escape must be conspicuously signed using a graphical 
fire exit sign (running man pictogram) and optionally with the text FIRE EXIT. Signs must be in 
accordance with the standards set out in the Health and Safety (Signs and Signals) Regulations 
1996 to ensure that persons are not at risk of delay in making their escape in the event of fire. 
Additional graphical fire signage should be provided to identify the location and escape route for 
all exits from the premises. 
 

One Month 
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Section Action 
Priority 

Recommended 
time frame 

 
Date Completed 

(Client Action) 

b: Printed FIRE ACTION  notices complying with the current British Standard BS 5499 and British 
Standard BS ISO 7010 should be displayed at conspicuous positions in the premises. They must 
state in concise terms the essentials of the action to be taken upon discovering a fire and on 
hearing the fire alarm. The notices must be permanently fixed in position and be suitably protected 
to prevent loss or defacement. They should be located in prominent positions, such as staff notice 
boards, tea rooms and canteens, and immediately adjacent to all fire alarm call points. 
 
All fire action notices should have the required information provided in the appropriate spaces. 
This can be added using a permanent marker or an appropriately printed adhesive label. 
 
c: All fire resisting self closing doors should be permanently marked on each side at eye level with 
a blue circular sign complying with the current British Standard BS 5499 and British Standard BS 
ISO 7010 and bearing the words FIRE DOOR KEEP SHUT in white letters not less than 5 mm in 
height. This is required on the rear fire exit door separating the two premises. 

  

One Month 
 
 
 
 
 
 
 
 
 

One Month 

 

F c: Management should check that the fire alarm system has been tested and serviced by a 
competent engineer within the previous 6 months. The relevant documentation should be retained 
on site and the date of the test and service should be recorded in the fire safety Log Book.  
 
b: It should be confirmed how the fire alarm operates within the premises and identify if the 
systems in the two premises are linked. This information should be recorded for future reference. 
 
d: It is recommended that all types of fire alarm systems, including voice alarms and those which 
have been installed in compliance with the current British Standard 5839-6 should be tested by 
management as recommended by the current British Standard 5839-1, on a weekly basis, 
preferably at the same time and on the same day each week but using a different call point each 
time. These tests should be recorded in the fire safety log book. 
 
g: Should a fire start outside of the normal opening hours of the establishment, it would be liable to 
develop unnoticed and could result in severe damage to the fabric of the building and its content.  
Consideration should be given to linking the fire alarm to a central security station to alert the Fire 
and Rescue Service when the building is unoccupied.  
 
This measure is not essential to minimise the risk to life and is therefore not a legal requirement. 
Measures to protect the property can often be offset by reduced insurance premiums. 

 

One Month 
 
 
 

One Month 
 
 

One Month 
 
 
 
 
 

Advice only 

      



 

 

  

This report is supplied to the Employer on the terms set out in Chubb Fire and Security Limited’s conditions of sale or conditions of service, as applicable. 
  
Chubb Fire and Security Limited owns the copyright in this report. Provided the Employer does not remove or alter this copyright notice Chubb Fire and Security Limited grants the Employer a royalty-free 
licence to copy and use this report for the purposes of complying with the Employer’s legal and regulatory obligations in relation to fire safety at the premises identified in this report.  

Section Action 
Priority 

Recommended 
time frame 

 
Date Completed 

(Client Action) 

H1 a and b: It is recommended that a SITE SPECIFIC fire emergency plan is produced which will 
augment the fire action notices which are recommended. This plan should then be available as the 
basis for staff training and displayed on the Health and Safety notice board. 
 
In small premises such as this it is considered that, having regard to the risk present in the 
premises, the size of the premises and the few occupants, it is deemed sufficient for suitably 
detailed Fire Action Notices and brief Fire Emergency Plan to be the site specific, fire evacuation 
and Fire Emergency Plan.  
The following detailed issues should be included :-  
 
WHAT VOLUNTEERS SHOULD DO IF THEY DISCOVER A FIRE  
The correct method of raising the alarm.  
The location and use of the fire extinguishers and other fire fighting equipment provided and the 
arrangements for fighting the fire.  
 
THE ACTION TO BE TAKEN ON HEARING THE FIRE ALARM  
How the building should be evacuated and the location of the Assembly point.  
  
The arrangements for the safe evacuation of people who are identified as being especially at risk 
such as those with disabilities, young persons, lone workers and visitors.        
The correct method of calling the Fire and Rescue Service and who is responsible for this.  
 
 MAINTAINING THE FIRE PRECAUTIONS  
The importance of keeping fire exit routes clear of obstructions, combustible storage and sources 
of ignition.  
The importance of keeping the fire fighting equipment unobstructed and available.  
Contingency plans in the event of a failure of the life safety (fire alarm and emergency lighting) 
systems.  

 

One Month 
      

      

H2 a - d: Volunteers should receive basic fire safety training to ensure that they understand the fire 
emergency plan and fire precautions in the premises and the action to be taken in the event of fire. 
They should receive instruction about all the items listed in the fire emergency plan and the 
evacuation procedures. 
Training should be based on written instructions but it is important that they are specific to these 
premises and the current occupier. 

  

Three Months 
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Section Action 
Priority 

Recommended 
time frame 

 
Date Completed 

(Client Action) 

H3 a and b: It is recommended that all appropriate fire safety records are retained in one place and 
one format. This could be achieved by using a paper based system employing a Log Book 
specifically intended for the purpose. Alternatively, this could be achieved by using an electronic 
computer based system provided that the information is backed up regularly and that it is readily 
available for audit by management and/or inspection by the Fire and Rescue Authority at all times. 
 
It is recommended that the dedicated fire log book provided should include all the following 
records or servicing, tests and training:-  
 
Copy of your fire risk assessment 
Fire alarm (including activations).  
Emergency light tests, servicing and checks.  
Staff fire training.   
Fire extinguisher checks and tests.  
Means of escape checks.  
Portable electrical appliance tests.  
Electrical installation (periodic) tests.  
Records of Gas boiler/appliance servicing. 
Visits by the Fire Service 
 
All training and instruction should be recorded in the fire log book. The following are examples of 
what needs to be included in such a record:  
 
• The date of the instruction or exercise  
• The duration  
• The name of the person giving the instruction  
• The names of the persons receiving the instruction or taking part in the drill  
• The nature of the instruction or drill  

 

Three Months 
      

      

H4 c: In commercial premises such as these, where disabled persons are not normally present, it 
should be adequate to assign a member of staff to accompany any disabled visitor and assist 
them as required if the fire alarm sounds. This should be part of the staff fire training. 
 
e and f: It is recommended that the safe management of visitors to the premises is considered and 
included in the fire emergency plan and training.  

 

Three Months 
 
 
 

Three Months 
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M: PREMISES RISK CATEGORISATION 
 
 

Generally, workplaces can be categorised as either High Normal or Low Risk 
 
High =  Where highly flammable or explosive materials are stored or used (Other than in small 

quantities) 
 
Where unsatisfactory structural features are present such as:- 

1. A lack of fire resisting separation 
2. Vertical or horizontal openings through which fire, heat and smoke could spread 
3. Long and complex escape routes created by extensive subdivision of large floor areas by 

partitions, or the distribution of display units in shops or machinery in factories 
4. Large areas of flammable/combustible or smoke producing surfaces on walls or ceilings. 

 
Where permanent or temporary work activities are carried out which have the potential for fire to start and 
spread such as:- 

1. Workshops in which highly flammable materials are used, e.g. paint spraying 
2. Areas where the processes involve the use of naked flame, or produce excessive heat 
3. Large kitchens in works canteens or restaurants 
4. Refuse chambers or waste disposal areas 
5. Areas where foamed plastics or upholstered furniture are stored. 

 
Where there is a significant risk to life in case of fire, such as where:- 

1. Sleeping accommodation is provided for staff, the public or other visitors in significant numbers 
2. Treatment or care is provided where the occupants have to rely upon the actions of limited 

numbers of staff for their safe evacuation 
3. There is a high proportion of elderly or infirm people, or people with temporary or permanent 

physical or mental disabilities, who need assistance to escape 
4. Groups of people are working in isolated parts of the premises such as basements, roof spaces, 

cable ducts and service tunnels etc 
5. Large numbers of people are present relative to the size of the premises  

(e.g. sales at department stores) or in other circumstances, where only a low level of assistance 
may be available in an emergency (e.g. places of entertainment). 

 
Normal =  Where any outbreak of fire is likely to remain confined or only spread slowly, allowing                   

people to escape to a place of safety. 
 
Where the number of people present is small and the layout of the workplace means they are likely to be 
able to escape to a place of safety without assistance.    
 
Where the workplace has an effective automatic warning system, or an effective automatic fire-
extinguishing, suppression or containment system, which may reduce the risk classification from high risk 
 

Low =  Where there is minimal risk to peoples lives and where the risk of fire occurring is low, or the 
potential for fire, heat and smoke spread is negligible. 
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