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HARRIETSHAM PARISH COUNCIL 
FIRE RISK ASSESSMENT 

Parish Office – 4 Southfields Way, Harrietsham, Maidstone, Kent, ME17 1GE 

 

Use of premises: Administrative office with controlled visitor access 

Legislation: Regulatory Reform (Fire Safety) Order 2005 

 

This assessment records the significant findings of the fire risk assessment for the Parish Office and should 

be reviewed at least biennially, or sooner if there is any significant change to the premises, layout, equipment, 

staffing, or working arrangements. 
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1. Premises summary 
The premises is a two-storey Parish office building used primarily for administrative purposes by Harrietsham 

Parish Council. It is not operated as a general community building. Public access is controlled and, in most 

instances, by appointment only. Visitors are not normally present in the office unless accompanied by the Clerk 

or another authorised person. 

The building has a ground floor office / meeting area with foyer, store, tea station, staircase and lift access. The 

first floor provides a further office / meeting room together with a kitchenette, WC and store. Occupancy is low. 

The most common arrangement is lone working, with occasional attendance by other staff, Councillors or 

supervised visitors. 

The assessment therefore reflects the actual risk profile of a low occupancy office with controlled access, rather 

than unrestricted public use. 

External Plan: 

 

 

Ground Floor Plan: 
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First Floor Plan: 

 

2. People at risk 
The people who may be affected in the event of fire are: 

• the Clerk, who may regularly work alone within the building; 

• other staff attending the office; 

• Councillors attending meetings or briefings; 

• contractors carrying out servicing or maintenance; and 

• visitors attending by appointment, who are accompanied while on site. 

Although visitors may not be familiar with the building, the controlled access arrangements mean they can be 

directed promptly to the means of escape by the Parish Clerk or member of staff present. 

3.  Fire hazards 

3.1 Sources of ignition 

• electrical equipment including computers, monitors, printers, chargers and associated cabling; 

• small kitchen / tea station appliances; 

• faulty electrical equipment or damaged leads; 

• possible misuse of extension leads or trailing cables; and 

• any temporary maintenance equipment brought on site by contractors. 

3.2 Sources of fuel 

• paper files, records and stationery; 

• office furniture and fittings; 

• stored materials within the store areas; 

• general combustible waste; and 

• fixtures, finishes and soft furnishings commonly found in office accommodation. 
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3.3 Sources of oxygen 

The normal sources of oxygen are natural ventilation through doors and windows and the general air within the 

premises. No unusual oxygen sources have been identified. 

4. Existing fire safety measures 

4.1 Fire detection and warning 

The premises is provided with the following smoke detection: 

• two hard wired smoke alarms, one in the foyer and one on the first-floor landing; and 

• two battery powered smoke alarms, one in the downstairs office and one in the upstairs meeting 

room. 

This arrangement provides coverage to both levels and supports early warning, which is particularly important 

given the possibility of lone working. 

4.2 Emergency lighting 

Emergency lighting is installed within the building. This is an important control measure because the premises 

is arranged over two storeys and the means of escape from the first floor relies on the staircase and final exit 

at ground floor level. 

4.3 Fire fighting equipment 

Two sets of fire extinguishers are provided, one on each level, as follows: 

• ground floor adjacent to the main entrance / exit: one water extinguisher and one CO2 extinguisher; 

and 

• first floor landing: one water extinguisher and one CO2 extinguisher. 

The water extinguishers provide cover for Class A fires such as paper, wood and furnishings. The CO2 

extinguishers provide cover for live electrical equipment. The extinguishers are located on or close to the 

escape route so they are available if needed, whilst still allowing the priority action of safe evacuation. 

The current maintenance regime is in place and includes six monthly servicing / inspection attendance by the 

appointed contractor. 

4.4 Housekeeping and management controls 

Escape routes, circulation spaces and the stairwell should remain free from obstruction and storage. 

Combustible materials should be kept to a sensible minimum, waste removed regularly, and electrical 

equipment used and stored in an orderly manner. 

5. Means of escape 
The building effectively has a single principal means of escape. Occupants on the first floor would evacuate via 

the staircase and leave the building through the final exit door at ground floor level. Travel distances are short 

and the occupancy is low, which assists safe evacuation. 

The following measures are important to keep this arrangement suitable and sufficient: 

• the staircase and circulation areas must be kept clear at all times; 

• there should be no storage within the escape route; 

• the final exit door must be readily openable without delay; and 
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• visitors should be accompanied and directed out of the building in the event of an evacuation. 

6. Lift use in the event of fire 
The building contains a lift. This lift must not be used if the fire alarm is sounding or if there is any suspicion of 

fire within the premises. 

In the event of fire: 

• all occupants must evacuate using the staircase; 

• the lift must not be used under any circumstances for evacuation; and 

• signage stating 'Do not use lift in case of fire' should be displayed adjacent to the lift. 

Where a visitor may require assistance, this must be managed by the Parish Clerk or member of staff present, 

taking account of the circumstances at the time and prioritising immediate evacuation where safe to do so. 

7.  Fire risk evaluation 
The overall fire risk for the premises is assessed as LOW. 

This assessment is justified by the following factors: 

• the building is used as a Parish office rather than for unrestricted public access; 

• occupancy is low and often limited to a single person; 

• visitors are controlled, supervised and usually present only by appointment; 

• smoke detection is provided on both floors; 

• emergency lighting is installed; 

• fire fighting equipment is provided on both floors; and 

• travel distances are short. 

 

7.1 Significant findings / residual risks 

The following residual risks have been identified and considered: 

Issue Risk Existing controls Residual position 

Single staircase escape 
route 

If fire or smoke affected 
the stair enclosure or 
ground floor exit, 
escape from the first 
floor could be 
compromised. 

Low occupancy, short 
travel distance, smoke 
detection on both 
floors, emergency 
lighting, controlled 
access and supervised 
visitors. 

Manageable and 
acceptable for the 
current office use. 

Lone working A lone worker may be 
the only person present 
when a fire starts. 

Early warning from 
smoke alarms, simple 
evacuation procedure, 
low fire loading typical 
of office premises. 

Manageable with 
continued testing and 
good housekeeping. 

Use of lift Improper use of the lift 
during a fire could 
place occupants at risk. 

Procedure that the lift 
must not be used if the 
alarm sounds or a fire 
is suspected, supported 
by signage. 

Manageable provided 
the instruction is clearly 
communicated. 
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8.  Fire emergency procedure 
In the event of fire, the procedure is as follows: 

• raise the alarm immediately, whether by alarm activation if available or by warning others by 

voice; 

• leave the building without delay; 

• do not stop to collect belongings; 

• do not use the lift; 

• assist and direct any visitor out of the building; 

• call 999 once safely outside; and 

• do not attempt to tackle the fire unless it is safe to do so and a suitable extinguisher is immediately 

available. 

All occupants should assemble at the entrance to Field Close (road opposite to the Parish Office), which is a 

safe location away from the building. 

9. Inspection, maintenance and testing 
Item Current arrangement Comment 

Smoke alarms Tested regularly / weekly Tests should be recorded where 
possible. 

Emergency lighting Routine checks in place Six monthly function checks and 
periodic full duration testing 
should be recorded. 

Fire extinguishers Six monthly servicing / 
inspection attendance in place 

Continue with contractor regime 
and retain certificates / records. 

Electrical systems and 
equipment 

General maintenance and 
inspection as required 

Damaged equipment should be 
taken out of use immediately. 

Housekeeping Ongoing management control Escape routes and stairwell to 
remain clear at all times. 

10. Further action required 
Based on the information provided and the existing controls already in place, no major additional fire safety 

works are identified at this time. The principal requirement is to maintain the existing arrangements and ensure 

they continue to be documented and monitored. 

Action Priority Timescale 

Continue smoke alarm testing 
and keep records. 

Ongoing Immediate and ongoing 

Continue emergency lighting 
checks and retain records. 

Ongoing Immediate and ongoing 

Continue extinguisher servicing 
/ inspection regime and retain 
certificates. 

Ongoing Immediate and ongoing 

Ensure lift signage remains in 
place stating that the lift must 
not be used in case of fire. 

Medium Signage installed 

Keep escape routes, stairs and 
final exit unobstructed at all 
times. 

Ongoing Immediate and ongoing 
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11. Conclusion 
Having regard to the size of the premises, the low occupancy, the controlled visitor access and the fire safety 

measures described in this document, the fire risk assessment is considered suitable and sufficient for 

Harrietsham Parish Council's current office use. The most important ongoing controls are continued 

maintenance of alarms, lighting and extinguishers, the keeping clear of the escape route, and the clear 

instruction that the lift must not be used in the event of fire. 

12. Review 
This assessment should be reviewed biennially and additionally following any significant change, including: 

• alterations to the layout or use of the premises; 

• changes to staffing, working patterns or visitor arrangements; 

• installation of new electrical equipment or heating appliances; 

• any fire related incident, false alarm trend or near miss; or 

• any material changes to the means of escape or fire safety equipment. 

13. Declaration 
I confirm that this Fire Risk Assessment records the significant findings for the premises and will be reviewed 

as required. 

Signed: ____A Broadhurst_____________________________________ 

Name: _Amanda Broadhurst__________________________ 

Position: Parish Clerk  

Date: _2nd June 2026________________________________ 

Next review due: June 2028 __________________________ 


