DGCST168 - Fire Risk – Identification and Control 


Preparation

Have on hand the plans showing the fire escapes and the location of fire extinguishers in your office. 

Introduction

Today we will discuss how you can identify fire risks in your office.  We will also talk about the main sources of fire and the need to have a Fire Risk Management Plan.

The first thing we will discuss is the combustion process itself.


“What are the three things needed for combustion?”


Fire is a chemical reaction.  For a fire to occur, three elements are essential:

AIR + HEAT + FUEL

Remove any one of these elements and the fire will be extinguished. Each element can be removed in a different way.  For example;

· air  - can be removed by smothering;
· heat - can be removed by cooling; and

· fuel - can be limited by removal or starvation.

Fires are classed as A , B, C and D, according to the fuel source, and (E) which denotes a fire which is complicated by the presence of electricity.  Some of the fuels that feed the A, B, C and D class fires are:

A CLASS – SOLID  (Paper, wood, cloth, plastic, leather, coal and others.

B CLASS – FLAMMABLE LIQUIDS  (Petrol, kerosene, alcohol, paint, grease and others).

C CLASS – FLAMMABLE GASSES  (Natural gas, propane, butane, methane and others).

D CLASS - COMBUSTIBLE METALS  (Magnesium, aluminium, metal swarf and others).

The main sources of fire

In an office environment you should never have to deal with the Class D fire but the other four fuel sources are present.  The main sources of a fire in an office and kitchen area are found in equipment and materials that you probably handle every day.


“What are the main sources of fire in the office?”


Some of the things that could be identified as a fire risk are:

· overloaded power boards –  too many double adapters used for high voltage appliances, like heaters, can overheat the wiring; 

· heaters – left too close to curtains and flammable materials, especially vinyl furniture;

· frayed or faulty electrical equipment – can short out and create a spark; and

· tools used by tradespeople – be aware of the fact that tradespeople who carry out repairs or maintenance can use tools that can cause a fire, such as hot blowers or welding equipment.

Nearly all modern, upholstered furniture is filled with polyurethane foam.  It can very easily catch fire from a cigarette, lighted match or a heater.  If it does, the spread of fire is often very fast and the smoke and fumes can overwhelm you in a very short time.


“What are the main sources of fire in the kitchen area?”


Risk of fire in the kitchen is often greater than the rest of the office due to electrical appliances and cookers being left unattended.  If a fire does occur, it could be well established before the alarm is raised.  Some common causes of kitchen fires are: 

· leaving bread in the toaster or under the grill;

· electrical cords falling over hot stove elements or lighted gas rings; and

· tea towels hanging too near the elements or flames on the stove.

Fire Risk Management Plan


“What makes up a Fire Risk Management Plan?”


A Fire Risk Management Plan consists of two parts:

· Prevention; and

· Control.

As it suggests, the Prevention Plan is one that allows you to identify the fire risk and remove it before a fire starts.

The Control Plan shows you how to best control a fire, should one break out.

Prevention OF FIRE


“What can you do to reduce or remove fire risks in your office?”


Good housekeeping is one of the first rules of fire protection.  By practising good housekeeping you will help to prevent office objects and materials becoming a fire risk.  Some of the things you can do are:

· Check that materials satisfy the Australian Standards for ignitable furniture coverings before you buy;

· ensure ventilators and fire exits are not obstructed;

· remove all rubbish that could build up and cause a fire risk;

· maintain and regularly inspect electrical equipment so you don’t have frayed cords or loose fittings; 

· never put heaters near flammable materials such as curtains or furniture; and

· store flammable liquids, such as cleaning fluids, in a proper storage container.


“How can we best prevent fires in the kitchen?”


The Metropolitan Fire Department statistics over a five year period listed that the most common source of fires in homes and offices were heating and cooking appliances  By following these few basic rules, you should be able to eliminate the risk of a fire:

· when using the kitchen area, never leave fats or oils unattended when they are heating;

· check that electrical cords are clear of stove top elements or gas rings; and

· if you are in a designated smoking area, make sure you extinguish your cigarette before disposing of it in a rubbish bin.

Gas and air make a volatile mixture – make sure you are ready to light the gas stove or heater before you turn on the gas.  Check the pilot light is alight.

If you smell gas:

· put out any cigarettes;

· do not use a match or naked flame;

· don’t operate electrical switches, either on or off, as they may create a spark;

· check to see if a gas tap has been left on accidentally; and

· if you have a gas leak, turn the gas off at the meter and call a qualified tradesperson.

CONTROL OF FIRE


“What are some of the control measures you can have in place in case of a fire?”


In the event that a fire should occur, you must be prepared to act swiftly and efficiently to bring it under control and to ensure the safety of everyone.

The following is a list of the control measures you should have in place in order to achieve this.

Fire extinguishers – these should be fully serviced and maintained at all times.  There should be a chart on the wall showing the placement of all fire extinguishers and staff should be shown how to operate them.

Evacuation plan – the details of fire exits, muster stations and, if your office is in a high rise building, the location of stairwells should be prominently displayed.  Staff should be made aware of the identity of the Fire Warden and follow his or her instructions for evacuation during an emergency.

Safety circuit breakers – these should be installed in order to prevent electrical fires caused by faulty equipment.

Fire blankets – these are a necessity for the kitchen area and you should also keep one in the main office area in order to confine equipment or furniture fires.  All staff must read the instructions on the packaging, as fire blankets have to be placed over the fire in a certain way.

Fire alarms – should have a distinctive signal and be checked regularly.

Smoke detectors – these can either be wired through the electricity system, with battery back-up, or be battery operated.  If you decide to use the battery operated detector, make sure the batteries are replaced regularly.

Sprinkler systems – have a qualified tradesperson check your system regularly. If you have had any alterations or extensions made to the office, make sure they don’t adversely affect the operation of the sprinklers.

 SUMMARY

There are many potential fire risks in every office.  The three elements essential for a fire are AIR, HEAT AND FUEL.

The main sources of fire in an office and kitchen area are:

· overloaded power boards;

· heaters;

· cigarettes;

· toasters;

· electrical cords making contact with a heat source; and

· frayed or faulty electrical equipment.  

A Fire Risk Management Plan details steps for the prevention and control of a fire.

Good housekeeping is essential in helping to remove the risk of a fire.  Some of the things you can do in the office are:

· buy office furniture that is made from fire resistant materials;

· keep ventilators and fire exits clear of obstruction;

· make sure that fire extinguishers are visible and in an accessible place;

· remove rubbish regularly;

· maintain electrical equipment; and

· keep heaters away from flammable materials.

Kitchen areas are also a big risk area and you can lessen that risk by:

· not leaving toasters or stove-top cooking unattended;

· making sure you are ready to light a stove before you turn the gas on; and

· checking that electrical cords are clear of elements or gas rings on the stove.

Some of the control measures you need in case of fire are:

· fire extinguishers;

· an evacuation plan;

· safety circuit breakers;

· fire blankets, fire alarms and smoke detectors; and

· sprinkler systems.

Remember, it is up to all of you to identify and eliminate the risk of fire in your office environment.

Now that you know what to do to prevent a fire, you should look around you and assess the risks in your office.  By carrying out the following two activities, you will be taking the first step towards creating and maintaining a safer workplace.
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Hand out sheet 1 – The three things needed for combustion
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Hand out sheet 2 – The main sources of fire in the office 
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Hand out sheet 5 – Some ways to remove fire risks in your office 








Hand out sheet 6 – Precautions to take to prevent fires in the kitchen
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Hand out sheet 7 – Some control measures you should have in place in case of a fire








?





Hand out sheet 4 – The Fire Risk  Management Plan 








Further references for the Supervisor








WorkSafe Western Australia


Fire Safety





Loan enquiries  (08) 9327 8755


Facsimile  (08) 9327 8632











Activity 2 – Identify two potential fire hazards in your office or kitchen area and suggest how to eliminate them.
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Activity 1 – Do you know where the fire extinguishers and emergency exits are located in your work area?  If you don’t – find them now!
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Hand out sheet 3 – The main sources of fire in the kitchen area 








Activity 3 – Report any concern, identified fire risk and corrective actions that you have taken, to your supervisor..
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