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Name of 

building and 
location 

 
 

Classroom 
Hertfordshire Scout Activity Centres 
Tolmers Activity Centre 
 
 

Date of risk 
assessment 

October 2025 Name of person 
doing this risk 

assessment 

Katy Pearce 
EM HCSC 
Reviewed by: 
Doug Stack 
ACM HCSC 

Date of next 
review 

October 2026 

 
 
 

 

Design Overview 
 
 

Designated Use • Indoor hall with kitchen area 

Approximate size • 12m x 8m 

Number of Beds • N/A non-sleeping accommodation  

Number of floors • Single storey 

Roof construction • Felt on timber frame  

Wall construction • Timber frame with wood cladding 

Internal linings • Mixture of plasterboard and timber 

Floors • Wood with carpet tiles 

Means of escape • Via fire exit doors 
• It is understood that whenever the premises are occupied no exit door is secured in such a manner that it is not easily and 

immediately openable 

Firefighting equipment • 1 x C02, 1 x water type extinguishers, 1 x fire blanket 
• Extinguishers are present and tested yearly 

Frequency of use As booked Personnel Involved Instructors/Staff/Campers/Visitors Number of people 1- 60 
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• All occupiers are supplied “Fire Action” information prior to arrival and should understand what to do in the case of an 
emergency 

Fire alarm system • Smoke alarms fitted 
• Smoke alarms tested 6 monthly by accredited fire company 
• Smoke alarms tested monthly and before each occupancy by staff 
• Staff trained what to do in case of an emergency 

Heating / hot water / cooking • Wall mounted LPG gas combi boiler in kitchen 
• Gas emergency control valve (ECV) at left side the building  
• Carbon monoxide alarm tested monthly by staff 

Electrical installation • 240-volt supply throughout 
• Fuse board fitted in entrance hall 

General lighting • 240-volt supply throughout 

Emergency lighting • Non maintained throughout 
• Emergency lighting tested 6 monthly by accredited fire company  
• Emergency lighting tested monthly by staff 

Signs and notices • All to current standards 

Furnishings • Only fire-retardant furnishings as fitted are permitted 

 
On arrival, group leaders shown location of fire exits/firefighting equipment/fire assembly point by staff within accommodation building. It is the 
group leaders responsibility to ensure the rest of the group are aware of this information for their stay. Group leaders must complete a ‘Fire 
Evacuation Practice’ within 2 hours of their main group arriving and confirm this by completing the form.  
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Hazards Overview 
 

Hazard - 
what could 
go wrong? 

 

Who is at 
risk? 

Assessment 
of risk 

Control measures in place Remaining 
risk using 

control 
measures 

Waste All  Low • Floor areas must be kept clear at all times. Any obstructions must be tidied away. Exits and passageways 
must be kept clear at all times. 

• Combustible material must be cleared regularly.  

Low 

Doors All  Low • Doors must be unlocked whilst building is in use. 
• Approved BS signage fitted. 
• Fire doors fitted. These must not be wedged open.  

Low 

Smoking All  Low • Visitors and staff not to smoke in or near buildings in line with smoking policy. Low 

Cleaning 
Equipment 
and 
Chemicals 

All  Low • Cleaning supplies must be stored in designated areas.  
• COSHH and product specific materials stored as appropriate. 
• Staff must remove industrial and flammable chemicals from building before visitor use. 

Low 

Gas 
Equipment 
and Boilers 

All  Low • Combustible material must be kept clear of gas equipment/boilers. 
• Annual gas safety checks carried out and equipment installed and maintained by accredited gas safety 

engineer.  
• Carbon monoxide alarms fitted. 

Low 

 

Electrical 
Equipment 

All  Low • Use as per the manufacturer’s instructions. 
• PAT regime in place.  
• Trailing cables must be minimised.  
• Fuses must not be overloaded. Appropriate trips on circuits. 
• All electrical work completed by accredited electricians.  
• Electrical supply fixed wire testing carried out every 5 years.  
• Any appliances must be reported and immediately removed from building if damaged. 

Low 
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On arrival, group leaders shown location of fire exits/firefighting equipment/fire assembly point by staff within accommodation building. It is the group leaders 
responsibility to ensure the rest of the group are aware of this information for their stay. Group leaders must complete a ‘Fire Evacuation Practice’ within 2 hours of 
their main group arriving and confirm this by completing the form. 
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Risks Overview 
 

 

Building Occupancy & Persons at Risk 

 
Risk 

 
Yes/No Existing control measures/notes Are they 

adequate Yes/No 

Has the total number of persons likely 
to be in your premises as a whole 
been estimated? 

Yes 
• Group leader responsible for completing a ‘Fire Evacuation Practice’ within 2 

hours of their main group arriving and confirm this by completing the form 
which gives the actual number of persons in the premises.  

Yes 

Are registers of occupants kept? Yes 
• Group leader responsible for list of all persons in the premises. Yes 

Are occupants aware of location of fire 
escape routes, fire warning alarm and 
fire assembly point?  

Yes 
• On arrival, staff explain to group leader this information which is signed off on 

their arrival form. 

Yes 

Has the risk to persons who might 
sleep in the premises been evaluated 
and recorded where appropriate? 

Yes 
• As part of this fire risk assessment.  Yes 

Have persons who have physical 
disabilities or suffer from mental 
illness been identified and adequate 
provision made for their safe escape, 
in the event of a fire? 

Yes 
• Group leader responsible for a Personal Emergency Evacuation Plan (PEEP) and 

sharing with staff on arrival.  

Yes 

 
Means of Escape and Structural Fire Protection  
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Risk 
 

Yes/No Existing control measures/notes Are they 
adequate Yes/No 

Is the premises provided with a 
sufficient number of escape routes and 
exits to facilitate effective evacuation? 

Yes 
• Final exit doors appropriately signed with push pad or handle. Yes 

Are escape routes and exits of 
adequate widths? 

Yes 
• The escape routes and exits are of adequate width for the number of persons 

likely to use them. 

Yes 

Where necessary do exits open in 
direction of escape? 

Yes 
• The final exit doors open outwards.  Yes 

Are final exit doors easily openable? Yes 
• Final exit doors fitted with push pad or handle. 

 

Yes 

Are escape routes free from slip trips 
and falls? 

Yes 
• Group leader responsible of ensuring all floor areas are kept clear at all times. 

• Any obstructions must be tided away and exit/passageways must be kept clear 
at all times. 

Yes 

 

Fire Doors 

 
Risk 

 
Yes/No Existing control measures/notes Are they 

adequate Yes/No 

Are fire doors closed at all times and 
easily openable? 

Yes 
• Group leader is responsible for ensuring where fire doors are fitted, these must 

not be wedged open and can freely open.  

Yes 

Are emergency escape routes via fire 
doors, illuminated adequately by 
mains/general/natural/lighting? 

Yes 
• In the event of a power cut, emergency lighting in building.  Yes 
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Emergency Lighting 

 
Risk 

 
Yes/No Existing control measures/notes Are they 

adequate Yes/No 

Are emergency escape routes 
illuminated adequately by 
mains/general/natural/lighting? 

Yes 
• In the event of a power cut, emergency lighting in building.  Yes 

Is the emergency lighting installation 
to a satisfactory standard? 

Yes 
• Installed by electrical contractors to BS5266-1 standards. Yes 

Does the emergency lighting ensure 
that fire alarm call points, fire 
extinguishers and fire safety signs can 
be seen? 

Yes 
• Emergency lighting to BS5266-1 standards.  Yes 

Is the emergency lighting tested and 
maintained? 

Yes 
• Emergency lighting tested 6 monthly by accredited fire company. 

• Emergency lighting tested monthly by staff. 

Yes 

Are all emergency light tests 
recorded? 

Yes 
• Recorded via ‘Emergency light check’ form. Yes 

 

Fire Detection and Warning Systems  

 

Risk 
 

Yes/No Existing control measures/notes Are they 
adequate Yes/No 

Is there an appropriate system for 
giving warning in case of fire? 

Yes 
• Installation to BS5839 standards.  Yes 

Are occupants aware of the nature of 
the warning system? 

Yes 
• On arrival, staff explain to group leader this information which is signed off on 

their arrival form. 

Yes 
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Is the level of protection appropriate to 
the risk? 

Yes 
• An adequate level of protection is provided.  Yes 

Is the fire alarm system tested and 
maintained? 

Yes 
• Fire alarm system tested 6 monthly by accredited fire company. 

• Fire alarm system tested monthly and before each occupancy by staff. 

Yes 

Are all fire alarm system tests 
recorded? 

Yes 
• Recorded via ‘fire alarm check’ / ‘building ready’ form. Yes 

Is the fire alarm system audible 
throughout the premises with all doors 
closed? 

Yes 
• The alarm is audible throughout.  Yes 

Have persons who have physical 
disabilities or suffer from mental 
illness been identified and adequate 
provision made for notifying them of 
an alarm? 

Yes 
• Group leader responsible for a Personal Emergency Evacuation Plan (PEEP) and 

sharing with staff on arrival.  

Yes 

Are arrangements made to avoid false 
alarm calls? 

Yes 
• All false alarms are investigated and group leader notified of outcome. This may 

then need to be communicated to the rest of the group.  

Yes 

 

Fire Safety Signs and Notices 

 
Risk 

 
Yes/No Existing control measures/notes Are they 

adequate Yes/No 

Are fire exit and directional fire exit 
signs suitably located, in satisfactory 
condition and unobstructed?  

Yes 
• Signs where required. Yes 

Are fire doors provided with ‘Fire Door 
Keep Shut’ notices where appropriate? 

Yes 
• Signs where required. Yes 
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Are general fire action notices and fire 
routines displayed including guest and 
staff notices where appropriate? 

Yes 
• Fire safety action/evacuation signs are displayed in each building. Yes 

Are notices adequately illuminated 
where necessary? 

Yes 
• Day light/main light/emergency lighting in place. Yes 

 

Fire Fighting and Suppression Systems  

 
Risk 

 
Yes/No Existing control measures/notes Are they 

adequate Yes/No 

Is adequate and appropriate first aid 
firefighting provision made? 

Yes 
• Firefighting equipment in the form of water and carbon dioxide are available.  Yes 

Is equipment appropriately located 
and readily available to use? 

Yes 
• All extinguishers are easily accessible with less than 30m distance to reach a 

class A fire extinguisher.  

Yes 

Is equipment properly maintained? Yes 
• Fire extinguishers checked yearly by accredited fire company. 

• Fire extinguishers checked before each occupancy by staff. 

Yes 

Is a proper record of testing and 
maintenance kept? 

Yes 
• Labels are provided on each extinguisher for the recording of servicing and 

maintenance.  

• The accredited fire company send through and maintain a yearly report. 

Yes 

Are adequate members and 
appropriate staff trained in the use of 
first aid firefighting equipment? 

Yes 
• Staff have been given suitable training. Yes 

 

Elevation of Other Risks within the Premises 
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Risk 
 

Yes/No Existing control measures/notes Are they 
adequate Yes/No 

Is there an effective system for 
controlling the amounts of 
combustible material and flammable 
liquids and gases used and stored on 
the premises? 

Yes 
• Combustibles are limited to what is necessary and not stored at the building 

when customer present.  

• Flammable liquid and gases are stored in separate locked locations. 

Yes 

Are bulk quantities of combustible 
materials stored separately where 
practicable?  

Yes 
• Stored in separate locked locations. Yes 

Are flammable liquids for daily use 
kept in suitable containers?  

Yes 
• Stored in separate locked locations. Yes 

Are electrical systems and equipment 
in good condition and maintained? 

Yes 
• All electrical work completed by accredited electricians.  

• Electrical supply fixed wire testing carried out every 5 years.  

Yes 

Is the use of extension leads and 
multiple adaptors avoided where 
possible? 

Yes 
• Minimal use if required.  Yes 

Are heaters properly fixed and 
guarded where necessary?  

Yes 
• Heating is provided by water filled radiators.  Yes 

Are electrical fuses and circuit 
breakers rated? 

Yes 
• Circuits are protected by rated miniature circuit breakers (MCBs) and residual 

current devices (RCDs). 

Yes 

Is the use of portable heating avoided 
where possible? 

Yes 
• Only used if gas boilers failure  Yes 

Is the heating system in good 
condition and maintained? 

Yes • Annual gas safety checks carried out and equipment installed and maintained 
by accredited gas safety engineer.  

Yes 

Are light bulbs and similar fittings kept 
away from combustibles?  

Yes 
• Combustibles are kept away from lightings and similar fittings. Yes 
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Smoking limited to safe areas?  Yes 
• Smoking is not permitted in/near buildings.  Yes 

Have obvious sources of ignition been 
eliminated where possible? 

Yes 
• Sources of ignition are limited throughout the building.  Yes 

Are non-treated foam furniture and 
flammable drapes etc. avoided? 

Yes 
• Sort furnishings in the buildings are manufactured to meet the requirements of 

the furniture and furnishings (fire safety) regulations 1988. 

Yes 

Are displays involving combustible 
materials (flammable decorations, 
notice boards) kept out of exit routes?  

Yes 
• Only placed in main hall.  Yes 

Are contractors and maintenance 
workers aware of obvious hazards?  

Yes 
• All contractors are managed and monitored by Hertfordshire Scouts when on 

site. 

Yes 

Are effective arrangements for the 
removal and storage of combustible 
waste in place and the siting of 
bins/skips?  

Yes 
• Waste bins are sited away from the buildings in the main car park and are 

routinely emptied.  

Yes 

Are arrangements in place for final fire 
safety checks of the premises to be 
undertaken before customer present? 

Yes 
• Recorded via ‘building ready’ form. Yes 

Planning and Training for Fire Emergencies  

 
Risk 

 
Yes/No Existing control measures/notes Are they 

adequate Yes/No 

Has an effective fire policy and 
emergency plan been drawn up? 

Yes 
• A fire safety policy and procedures have been drawn up. Yes 

Does the emergency plan include 
relevant factors such as: A. Actions to 
be taken by occupants when the fire 

Yes 
• Contained within the fire evacuation procedures and detailed in the fire 

evacuation instruction notices that are provided in each building.  

Yes 
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alarm actuates and on discovery of a 
fire? 

Does the emergency plan include 
relevant factors such as: B. Evacuation 
procedures including assembly points, 
fire marshal responsibilities, nominal 
roll check, personal emergency escape 
plans for non-ambulant persons or 
disabled users? 

Yes 
• Contained within the fire evacuation procedures and detailed in the fire 

evacuation instruction notices that are provided in each building. 

Yes 

Are arrangements for calling the fire 
and rescue service and liaison upon 
their arrival satisfactory?  

Yes 
• Member of staff will call the fire and rescue service when necessary and liaise 

with them upon arrival. 

Yes 

Have ‘competent’ person(s) been 
appointed to assist in the undertaking 
of fire safety measures?  

No 
• There are trained fire marshals. Yes 

Have occupants been provided with 
‘comprehensive and relevant’ 
information regarding fire procedures? 

Yes 
• Explained on checks in and displayed in building. Copies of emergency plan 

readily available.  

Yes 

Do fire action notices correspond with 
emergency plan? 

Yes 
• Fire action notices and emergency plan correspond. Yes 

Are occupants aware of the 
emergency plan and their role in the 
event of fire or alarm actuating?  

Yes 
• Explained on checks in and displayed in building. Copies of emergency plan 

readily available. 

Yes 

Do occupants receive regular and 
effective fire safety training? 

N/A 
• Duty manager always on call.  N/A 

Is suitable and sufficient record kept of 
fire training? 

Yes 
• Available on Cinolla.  Yes 

Is there co-operation with other 
occupiers in multi occupancy buildings 
and with the landlord (where 

Yes 
• Managed by the Activity Centre Staff.  Yes 
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necessary) to ensure that effective 
‘prevention and protective’ measures 
are being taken?  
Are visitors and contractors provided 
with information regarding fire 
procedures?  

Yes 
• Explained on checks in and displayed in building. Yes 

 

 

 

 

 


