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1.0 STATEMENT OF INTENT

It is the intent of the Fire Safety Policy to ensure that the Health and Social
Care Board complies with its statutory responsibilities under the Health and
Safety at Work (Northern freland) Order 1978, Fire Safety Regulations
(Northern Ireland) 2010, other related legislation, Controls Assurance
Standard (Fire) and the Firecode suite of documents.

The Health and Social Care Board encourages and supports a high quality
approach to maintaining a fire safe environment. It shall:

= provide a safe physical environment;

= ensure information is available to staff;

= put in place suitable fire safety training and evacuation procedures in
accordance with the Firecode and relevant legistation;

= putin place appropriate security and other arrangements to minimise the
risk of arson; and

= continue to develop and implement appropriate fire safety procedures
within all premises owned or occupied by the Health and Social Care
Board and take cognisance of the links between fire safety management
and other organisational functions such as health and safety and security.

The Health and Social Care Board is committed to ensuring, as far as is
reasonably practicable, that all steps are taken to eliminate or minimise the
risks arising from fire to its employees, visitors, members of the public,
contractors, agency and other staff working on behalf of the Health and Social
Care Board and other health and social care staff based in all premises owned
or occupied by the Health and Social Care Board.

The Fire Safety Policy is part of the Health and Social Care Board's overall
governance framework and is one of the key requirements of the Controls
Assurance Standards established by the Department of Health.

Signed: 1%@{1 s Chief Executive

Date:  February 2018
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ROLES AND RESPONSIBILITIES
Health and Social Care Board

The Health and Social Care Board is committed to ensuring, as far
as is reasonably practicable, that all steps are taken to eliminate or
minimise the risks arising from fire in all premises owned or
occupied by the Health and Social Care Board.

The Board should ensure it receives the appropriate assurances
that the requirements of current fire safety legislation are met and,
where appropriate, that the objectives of the Firecode are met.

Governance Committee

The Governance Committee provides an assurance to the Board
of the Health and Social Care Board each year on the adequacy
and effectiveness of the system of internal controls in operation
within the Health and Social Care Board.

Chief Executive

The Chief Executive is responsible for fire safety within the
organisation. Me will ensure that:

= current fire legislation is met and, where appropriate, Firecode
guidance is implemented in all premises owned or occupied
by the Health and Social Care Board;

= Appropriate fire safety policies and procedures are in place,

Directors
It is the responsibility of all Directors to:

= Implement the policy within their respective Directorates;

» disseminate this policy and procedure to staff within their area
of responsibility, including new staff, as part of their induction,
and ensure its promotion and implementation by providing
leadership, support and advice to staff on fire safety issues;

* make suitable arrangements to facilitate the attendance of
staff at training in fire safety and evacuation procedures
practice and promote fire safety awareness;




» ensure that fire safety incidents are reported, monitored and
reviewed within their area of responsibility and any action
recommended as a result of an incident is taken to prevent
recurrence;

* Liaise with Site Nominated Fire Safety Officers on fire safety
matters within their respective departments.

3.5 Director with Responsibility for Fire Safety

3.6

3.7

The Director of Performance and Corporate Services will provide
an assurance to the Chief Executive and the Governance
Committee that the policy is monitored and reviewed as necessary
and that staff receive the relevant training. He will provide an
annual report on Fire Safety to the Governance Committee.

Premises Committee

In recognition of the Health and Social Care Board's
responsibilities under the Health and Safety at Work Order
(Northern Ireland) 1978, Safety representatives and Safety
Committee (NI) Regulations 1979, Health and Safety (Consultation
with Employees) Regulations (NI) 1990 and relevant European
legislation, the Premises Committee of each Local Office will
monitor all fire safety issues as part of its function.

Lead Nominated Fire Safety Officer (HSCB Corporate
Business Manager)

The Lead Nominated Fire Safety Officer reports to the Director of
Performance and Corporate Services and is responsible for the
co-ordination of fire safety matters across the Local Offices.

It is the responsibility of the Lead Nominated Fire Safety Officer to:

= ensure that all premises owned or occupied by the Health and
Social Care Board comply with fire safety procedures;

= ensure that the policy is monitored and reviewed as
necessary;

» provide an effective fire safety training programme for staff, in
conjunction with the Specialist Fire Safety Adviser;

» ensure the Controls Assurance Standard (Fire Safety) is met;

= monitor fire safety standards within all premises owned or
occupied by the Health and Social Care Board;

» ensure that the Health and Social Care Board has access to
competent advice in the areas of fire safety;
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= in conjunction with the Specialist Fire Safety Adviser, ensure
that fire risk assessments are carried out in all premises
owned or occupied by the Health and Social Care Board;

= ensure the reporting and investigation of fire incidents in
accordance with the policy; and

» monitor the inspection and maintenance of fire safety
systems.

3.8 Specialist Fire Safety Adviser/s

The Health and Social Care Board shall have access to Specialist
Fire Safety Adviser(s), either directly or indirectly (e.g. through a
Service Level Agreement), who shall be familiar with fire safety
legislation and fire safety guidance including the Firecode suite of
documents and who shall be competent when considering the
factors to be taken into account when assessing the suitability of
fire safety measures.

The role of the Specialist Fire Safety Adviser is:

» to provide technical advice and support to the Site
Nominated Fire Safety Officers to enable them to fuffil their
duties;

» Liaise with the Site Nominated Fire Safety Officers
regarding the fire safety aspect of refurbishment;
programmes undertaken in all premises owned or occupied
by the Health and Social Board;

= Assist the Site Nominated Fire Safety Officers in the
development and delivery of training programmes for staff:

» Liaise with the Northern Ireland Fire and Rescue Service on
technical issues.

3.9 Site Nominated Fire Safety Officer (Local Office).

The Site Nominated Fire Safety Officers report to the Lead
Nominated Fire Safety Officer and is responsible for:

Fire Safety management in Local Offices;

monitoring and reviewing procedures;

ensuring compliance with the Fire Safety Policy, the

Firecode and statutory obligations;

production of Fire and Evacuation Plan/procedure for the

Local Office;

Liaising with the Specialist Fire Safety Adviser;

Preparation of an annual programme of fire safety training
5




and identification of Nominated Fire Safety Officers, Fire
Wardens and personnel trained in the use of Evacuation
Chairs in the Local Office

= monitoring of Key Performance Indicators.

3.10 Nominated Fire Safety Officer and Fire Wardens

Site Nominated Fire Safety Officers shall identify Nominated Fire
Safety Officers/ Fire Wardens from within Local Officers to carry
out the duties of the Site Nominated Fire Safety Officer, in his/her
absence. The Nominated Fire Safety Officer and Fire Warden will
receive appropriate specialist training to ensure there is cover at
all operational times. The responsibilities will include awareness
of Personal Emergency Evacuation Plans (PEEPS) in respect of
Directorates/designated areas.

3.11 All Staff

Each employee of the Health and Social Care Board has an
individual responsibility to maintain the integrity of fire precaution
measures and is responsible for maintaining a fire safe
environment within all premises owned or occupied by the Health
and Social Care Board.

Employees have an individual responsibility to:

»  prevent the cutbreak of fire:

» attend fire training;

* follow the established procedures for the management of an
actual or suspected fire incident; and

* report all breaches in fire precautions to the Site Nominated
Fire Safety Officers in Local Offices

Staff who Chair meetings are responsible for ensuring the safe
evacuation of visitors and must be familiar with the site-specific Fire and
Evacuation process for the building. These staff must liaise with the
appropriate fire wardens in order to enlist help with anyone who requires
assistance in the event of a fire alarm activation.

3.12 Tenants within Heaith and Social Care Board Premises

Where tenants are based within Health and Social Care Board
premises the Site Nominated Fire Safety Officers should ensure
that line managers and staff are made aware of their duties and
responsibilities in respect of fire safety. They must comply with the
Fire Policy and:



3.13

4.0

4.1

= Attend fire training lectures;

» Be aware of fire hazards within the premises;

* Report any breaches in fire precautions to the Site Nominated
Fire Safety Officer

The Site Nominated Fire Safety Officers will liaise with tenants in
relation to fire safety responsibilities, building maintenance and
adaptations and equipment used or stored within the Local Office.

Landlord Procedures

Where Health and Social Care Board staff are tenants in buildings,
there may also be additional specific landlord procedures for the
premises and these will be provided to staff concerned by the
Lead Nominated Fire Safety Officer.

FIRE SAFETY MANAGEMENT
The aim of fire safety management is to:

= minimise the risk of fire ocecurring;

= prevent it escalating into a serious incident where it does
occeur,

= train staff to ensure correct action is taken in the event of fire
and ensure that emergency evacuation procedures are in
place;

= design both passive {e.g. fire doors) and active (e.g. fire
alarms, suppression systems) fire safety measures; and

* maintain and test fire safety installations.

Fire Prevention

Fire Prevention is an essential component in reducing the potential
causes of fire and accordingly in minimizing the risk of a fire, All
premises owned or occupied by the Health and Social Care Board
shall implement fire prevention measures which will include:

= fire safety inspections/audits by the Specialist Fire Safety
Adviser;
= fire risk assessments of the premises which will take into
account any specific needs of staff;
= acting on recommendations from fire risk inspections and
assessments;
7




4.2

4.3.

= aprogramme of unannounced fire safety, health and safety
and security inspections;

* prevention and control of arson;

= control over contactors working in all premises owned or
occupied by the Health and Social Care Board:

* disposal and collection of waste:

* purchase of soft furnishings and textiles in accordance with
the Firecode;

*  Permit to Work system;

= carrying out routine housekeeping checks;

* Ensuring that all plant and equipment is properly installed,
commissioned, inspected and maintained to ensure its safe
operation.

Emergency Fire Evacuation Procedures

The safety of occupants in a bunldsng Is paramount and is
dependent upon the successful implementation of safety
procedures. Pre-planning for a fire is key to the success of
safeguarding the occupants and the fabric of the building. All
premises owned or occupied by the Health and Social Care Board
are required to have an emergency fire evacuation plan that
addresses the following issues:

* Roles and responsibilities of all staff with responsibility for fire
safety
Recognising the signs of fire
Action to take on discovery of a fire
Action to take if the alarm sounds
First aid fire fighting equipment
Safe methods for the movement of staff and visitors
Fire safety drawings placed on each floor identifying:
- alarm system
- detection system
- means of escape
- emergency lighting
- the location of first aidffire fighting equipment
- compartmentation
- access by Ni Fire and Rescue Service
hydrant points and dry risers
. fsre assembly points for the premises

Emergency Evacuation Plans

The Fire Safety Regulations (Northern Ireland) 2010 place duties
on the Heaith and Social Care Board to implement effective
8



arrangements for egress and emergency evacuation for
employees and visitors.

4.3.1 Personal Emergency Evacuation Plans (PEEPs)

A Personal Emergency Evacuation Plan provides people who
cannot get themselves out of a building unaided with the
necessary information to be able to manage their escape to a
place of safety.

A Personal Emergency Evacuation Plan protocol is included at
Appendix 1.

4.3.2 Standard Emergency Evacuation Plans

A Standard Emergency Evacuation Plan is used when there are
visitors to the buildings who may present infrequently. A Fire and
Evacuation leaflet is provided to visitors at Reception and contains
the necessary information to be able to manage their escape to a
place of safety.

4.3.3 Evacuation Chairs

44

The Fire Safety Regulations (Northern Ireland) 2010 place duties
on the Health and Social Care Board to implement effective
arrangements for egress and emergency evacuation for
employees and visitors.

Evacuation Chairs may be used to assist in the evacuation of
persons who cannot get themselves out of a building unaided. The
Site Nominated Fire Safety Officer is responsible for the provision
of training in the use of evacuation chairs and the servicing of all
Evacuation chairs.

Staff Training

Staff must have an understanding of fire risks and know what to do
in the event of a fire in order that fire safety procedures can be
applied effectively. Attendance at fire safety training is mandatory
for health and social care staff at all levels, without exception.

It is the responsibility of the Site Nominated Fire Safety Officer to

ensure that all fire safety training is delivered to staff in the Local
Office




4.4.1 All staff shall receive Departmental induction training specific to

the premises in which they are employed. Where staff are working
in areas where there are specific fire risks or hazards, the
induction training will be supplemented by job-specific instruction
as soon as their employment commences. All staff, including part
time and agency and contracted staff must attend local fire safety
training, fire fighting and emergency evacuation procedures
appropriate to their actual place of work, This training should take
place as soon as possible after appointment and preferably should
be repeated at least once more within a 12 months period, and
thereafter once annually.

4.4.2 Fire safety training records for all staff shall be maintained by Site

4.5.

4.6

4.7

Nominated Fire Safety Officers and a central record held for all
HSCB staff.

Visitors

All visitors to premises owned or occupied by the Health and
Social Care Board must sign in with Reception or Security staff.
This will ensure the provision of a complete list of visitors to the
Site Nominated Fire Officer, or Fire Wardens, in the event of an
evacuation of the premises,

Reception will provide each visitor with an ‘Evacuation Procedure
& Guidance’ leaflet and a Visitor Identity Card and this must be
displayed at all times. A vibrating pager is available at Reception
in 12/22 Linenhall Street Belfast.

All visitors must;

a) Evacuate immediately upon activation of the fire alarm.
b} Follow the directions of the Nominated Fire
Officers/FireWardens in an emergency.

Fire Safety Manual

A fire safety manual is held in premises owned or occupied by the
Health and Social Care Board. The manual contains design
information and operational records for the premises.

Maintenance of Fire Safety Installations

The maintenance of all passive and active fire safety systems and
equipment is the responsibility of the Director of Performance and
Corporate Services delivered through external contracts with
specialist staff. The results of all tests, maintenance, faults
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4.8

4.9

5.0

uncovered and actions taken in respect of fire safety systems and
equipment shall be retained by the Site Nominated Fire Safety
Officers. As a minimum the following fire safety installations shall
be maintained at all times:

Fire signage

First aid fire fighting equipment

Fire alarm and detection installations

Emergency lighting

Fire resistance doors, fire exit doors and final exit doors
Fire escape staircases (internal and external)

External fire hydrants and internal dry risers

Fires and Unwanted Fire Signals

As part of the management of fire safety in all premises owned or
occupied by the Health and Social Care Board, the number of
unwanted fire signals should be minimised.

Ali fire incidents, including unwanted fire signals, shall be reported
in accordance with the Health and Social Care Board's fire
incident reporting procedure. More serious outbreaks of fire, such
as fires involving death, injury, evacuation or damage on a large
scale, must to be reported immediately to the Director of
Performance and Corporate Services.

Business Continuity Plan

In the event of a significant fire incident and a building has to be
evacuated consideration will be given to putting into action the
Health and Social Care Board Business Continuity Plan
arrangements.

FIRE RISK ASSESSMENT

The Fire Safety Regulations (Northern Ireland) 2010 requires each
premise, which is owned or occupied by the Health and Social
Care Board, to have a current written Fire Risk Assessment. The
fire risk assessment shall be undertaken in accordance with
recommendations contained in the Fire Safety Regulations and
subject to regular review.

B




5.1

5.2

Audit of Fire Safety Measures

An audit of fire safety measures is required to ensure that there
are effective arrangements in place for managing fire safety and to
ensure that the Health and Social Care Board is complying with its
statutory obligations, Firecode and the Controls Assurance
Standard for Fire Safety. The Audit shall include:

* review and prioritisation of issues arising from Fire Risk
Audit/Assessment

" production of an annual report on Fire Safety for the
Governance Committee

* aprogramme of unannounced fire safety, heaith and safety
and security inspections will be carried out

* unannounced inspections by the Specialist Fire Safety
Adviser/s

" unannounced visits by the Northern Ireland Fire and Rescue
Service

*  Monitoring of Key Performance Indicators

Fire Safety Performance Indicators

The HSCB has developed a number of Performance Indicators to
demonstrate that fire safety matters are managed and there is
continuous improvement in performance.

The § Key Performance Indicators for Fire Safety are:

1. Compliance with Controls Assurance Standard of Fire Safety
criteria.

2. Incident Reporting Records

3. Evacuation time of building during Fire Practice

4. Number of staff attending Fire Safety Training

5. Minimisation of Unwanted Fire Signals

The 5 Key Performance Indicators will be monitored by the Site

Nominated Fire Safety Officers to ensure the effective
management and continuous improvement in performance.

12



6.0

6.1

6.2

LEGISLATIVE COMPLIANCE AND GUIDANCE

The Health and Social Care Board has an obligation to comply with
legislation relating to fire safety and to observe recommendations and
requirements contained in guidance documents, including the
Firecode, Statutes, guidance, circulars and other publications.

Primary Legislative Instruments

The Health and Safety at Work (Northern Ireland) Order 1978
The Fire Safety Regulations (Northern treland) 2010

Fire and Rescue Services {Northern Ireland) Order 2006
Building Regulations (Northern Ireland) 2000

The Smoking (Northern Ireland) Order 2006

Health and Safety (Consultation with Employees) Regulations
(Northern Ireland) 1996

The Management of Health and Safety at Work Regulations
{Northern Ireland) 2000

The Health and Safety (Safety Signs and Signals) Regulations
(Northern Ireland) 1996

Corporate Manslaughter and Homicide Act 2007

The Disability Discrimination Act 1995 (Amendment) Regulations
(Northern Ireland) 2004: Disability Discrimination (NI) Order 2006

Subsidiary Legislative Instruments / List of appropriate Northern
Ireland Health Technical Memoranda (NIHTM)

NI Firecode Policy and Principles

HTM 81 — Fire Precautions in New Health Care Premises
HTM 82 — Alarm and Detection Systems

HTM 82 — Alarm and Detection Systems : Supplement A,
automatic fire control systems and voice alarm systems

HTM 83 — Fire Safety in Health Care Premises: General Fire
Precautions

HTM 84 — Fire Risk Assessment in Residential Care Premises
HTM 85 — Fire Precautions in existing Health Care Premises
HTM 86 — Fire Risk Assessments, Part 1 : Community Health
Care Premises

HTM 86 —~ Fire Risk Assessments, Part 2 : Healthcare Premises
HTM 87 — Textiles and Furniture

Northern Ireland Fire Practice Notes (NIPN)

Firecode HTM 05 — 01, 02 and 03 series

13




7.0

7.1

7.2

7.3

7.4

7.5

8.0

8.1

8.2

8.3

8.4

8.5

8.6

EQUALITY AND HUMAN RIGHTS CONSIDERATIONS

This policy has been screened for equality implications as required
by Section 75, Schedule 9, of the Northern Ireland Act, 1998.

Using the Equality Commission’s screening criteria, no significant
equality implications have been identified. This policy will therefore
not be subject to an equality impact assessment.

This policy has been considered under the terms of the Human
Rights Act, 1998, and was deemed to be compatible with the
European Convention Rights contained in that Act.

This policy will be included in the Health and Social Care Board's
Register of Screening Documentation and maintained for
inspection whilst it remains in force.

This document can be made available on request in alternative
formats and in other languages to meet the needs of those who
are not fluent in English.

POLICY APPROVAL

The original policy was presented in draft to the Health and Social
Care Board Senior Management Team on 5 October 2010.

The policy was presented to and approved by the Health and
Social Care Board's Governance and Audit Committee, subject to
consultation, at its meeting on 11 October 2010.

The policy was circulated for consultation to Trade Unions on 12
October 2010

The revised Policy was presented to the Health and Social Care
Board Senior Management Team for approval on 12 March 2013.

The revised Policy was presented to the Health and Social Care
Board Governance Committee on 28 March 2013

The Policy was further revised and provided to the Trade Union
Policy Group on 15 February 2018.
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8.7

9.0
9.1

9.2

9.3

9.4

9.5

10.0

10.1

10.2

The revised policy was presented to the Health and Social Care
Board Senior Management Team on 27 February 2018.

POLICY IMPLEMENTATION, TRAINING AND EDUCATION

The Lead Nominated Fire Officer will ensure the provision of any
necessary training with regard to this policy.

A copy of this policy will be placed on the Health and Social Care
Board intranet.

All Health and Social Care Board managers must ensure that their
staff have access to this policy, understand its content, and are
aware of its aims and purpose immediately upon its release.

All Health and Social Care Board staff must comply with the
requirements of this policy.

Staff from other HSC organisations, visitors, contractors to Health
and Social Care Board premises must comply with the
requirements of this policy.

REVIEW OF POLICY

The Health and Social Care Board is committed to ensuring that all
policies are kept under review to ensure that they remain
compliant with relevant legislation.

This policy will be reviewed every 3 years by the Director of
Performance and Corporate Services and may be subject to
change consistent with any new guidance, legislation or corporate
change being introduced. That review will be noted on a
subsequent version of this policy, even where there are no
substantive changes made or required
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Health and Social
Care Board

APPENDIX 1
Protocol for Development of a Personal Emergency Evacuation

Plan (PEEP)

Aim

The aim of a Personal Emergency Evacuation Plan (PEEP) is to provide
people who cannot get themselves out of a building unaided with the
necessary information to be able to manage their escape to a place of
safety, and to give departments the necessary information to ensure that
the correct level of assistance is always available. The aim complies
with the requirements of the Disability Discrimination Act (DDA).

Responsibilities

It is the responsibility of line managers in conjunction with Site
Nominated Fire Safety Officers to talk to staff to identify if they require
assistance in the event of an emergency. If a member of staff requires
assistance the Personal Emergency Evacuation Plan should be
completed.

Definition
It is not the purpose of this document to define the term disability
however, for practical consideration the term falls into three distinct
categories:
» People who have an impairment that limits there ability to walk.
» People with impaired sight or hearing
* People with a learning or mental impairment

Training
To be effective, any egress plan depends on the ability of staff to
respond efficiently. Staff will therefore receive instructions, practical
demonstrations and training appropriate to their responsibilities. This
may include some or all of the following elements:

» Fire practices for all staff

e Specific training for Fire Wardens

e Specific training in the use of Extinguishers and evacuation chairs.
Further advice is available from your Site Nominated Fire Safety Officer
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Health and Social
Care Board

The Disability Diserimination Act 1995 and The Fire Safety Regulations (Northern
Ireland) 2010 place duties on the Health and Social Care Board to implement effective
arrangements for aceess and emergency evacuation for employees and visitors. We
would ask that you complete this form so that we may establish any particular needs
that you may have to enable you to safely evacuate the building. Any detail you
provide will be handled in confidence and stored only, with your consent, with the
necessary parties required to ensure your safety and that of others.

This form is confidential.

Employee Name: Tel:

Job Title:

Department: Location:
| Description of Duties .

Date Completed:

17




“ArNormal Phace of Work

Building 1 Building 2 Building 3

Building

Floor

1. If your building takes you to more than one location in the building to which you are
based please describe these areas.

Continue on a separate sheet if reguired,

2. Would it help you if you were to be provided with a written emergency evacuation
procedure?

Yes: [ ] Neo: [ ]

3. Do you require the emergency evacuation procedures to be provided in an alternative
format e.g. BSL, Braille, tape, large print etc?

Yes: [} No: [ ]

4. Do you have any problems reading and identifying the signs that mark the emergency
exits and evacuation routes to the emergency exits?

Yes: D No: |:|

5. Do you have any problems hearing the fire alarm(s) provided in your place(s) of
work?

Yes: [] No: [}

6. Would you experience any problems raising the alarm if you discovered a fire?

Yes: [ | No: |:|
i8



7. Is anyone designated to assist you to get out in an emergency?
Yes: [ ] No: [ ] Don’t Know: [_|

8. Are you likely to experience difficulties independently traveling to the nearest
emergency exit for a safe and timely evacuation?

Yes: [] No: [] Don’t Know: []
9. Do you find the stairs difficult to use?
Yes: [] No: D
10. Are you dependent on a wheelchair for mobility?
Yes: [ | No: []

11. If you use a wheelchair would you have problems being able to transfer from your
wheelchair without assistance?

Yes: [ ] No: []

12. General Comments (to include any relevant information not already identified above)
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Appendix A

This form should be completed for an employee who requires assistance with ANY aspect of
emergency evacuation. The plan should include assistance required from the point of raising
the alarm to passing through the final exit of the building,

Any detail you provide will be handled in confidence and stored only, with your consent,
with the necessary parties required to ensure your safety and that of others,

A copy of the completed form will be held by:
¢ Employee
Employee’s department manager

* Fire co-ordinator (for each building identified)

Note: This plan must be reviewed on an annual basis (at least) and/or when any significant
changes oceur (of the building or employee).

LiFin Systent

1. T'am able / unable to raise the alarm (delete as appropriate).

If unable to raise the alarm independently please detail agreed alternative procedures.

2. Tam informed of an emergency evacuation by:
Existing audible alarm system: [ | Vibrating pager: ]

Visual alarm system: ] Other (please specify): [ ]

20
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L exceuting evacuation plan)
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A building layout plan should be attached to this form with routes clearly marked.

I'am aware of the emergency evacuation procedures and believe them to be
appropriate to the needs identified above:

Employee Signature: Date:

Employee Name (please print):

Assessor Signature: Date:

This plan must be reviewed on an annual basis (at least) and/or when any significant
changes occur (of the building or employee).

For further help and advice, please contact: Corporate Business Manager
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