	[image: image8.jpg]9 Smoking Source of: - staff Non Smoking Building Yes Nil
- ignition - senior cadets Regular inspections.
- contractors
- visitors
10 Wardroom - 8moking source of - staff - Also part of safety rounds Yes NIL
Ignition - senior cadets - Fire extinguishers
- furniture /smoke / - visitors - Fire retardant furniture Yes
fumes - Minimum stocks of alcohol Yes
- alcohol - smoke detector in vicinity Yes
11 Galley Generation of: - staff - Adequate recorded training / NIL
- ignition / fire - cadets briefing on the use of the:
- heat / smoke - contractors - cooker / microwave Yes
- fire extinguisher Yes
- fire blanket Yes
- All items of electrical Yes
equipment subject to PAT
testing
- smoke detector in the vicinity Yes
12 Sleeping Slow/ sleep induced - staff - Adequate recorded training NIL
Response to alarm - cadets and practice evacuation drills
Fire / smoke hazard - smoke / heat detectors Yes
- emergency lighting Yes
- fire extinguishers Yes
- FAK Yes
- night Duty Officer / written Yes
duties Yes
Monitors Yes
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SLEEPOVERS ON LONDON AREA UNIT PREMISES
1.
In accordance with National Policy, and in particular ASCR 5 Ch 19, this LATM provides guidance for Units being used for overnight accommodation for Unit/District, Area or National events and training. The contents of this LASO are to be complied with by ALL Units conducting sleepover events and is effective immediately. 
2.
Units being used for overnight accommodation for adults or cadets should apply for clearance and approval to conduct sleepovers in one of two categories, A or B, dependent on frequency and numbers being accommodated.  

3.
Clearance is obtained by completing the relevant paperwork (example included with this LASO) and sending it to the Area Officer. Blank versions of the paperwork can also be found here:

http://londonarea.ms-sc.org/Area-Admin/Health-$4-Safety
The documents give full details of the requirements for sleepovers, and guidance on submitting the required request, as well as sample risk assessments for accommodation and fire. Once completed, the paperwork should be sent to the Area Officer for approval. 

4.
If approved, the Area Officer will grant an initial ONE YEAR approval for conducting sleepovers, which can be renewed annually following ALO endorsement at the Unit ATTI Inspection. 
5.
Units will only need to resubmit requests for authority if there are changes in local circumstances, or if numbers to be accommodated are increased, or the Unit wishes to change categories. The Area Officer will have authority to approve additional numbers or frequency on a one off basis, and also has authority to cancel a Units permission to conduct sleepovers should they fail to meet the requirements in the regulations. 

6.
Units without the written authority of the Area Officer are NOT to conduct sleepover activities of any kind.
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Child protection
/Safeguarding

None CRB checked
members of Unit staff

- staff
- cadets

All staff to be CRB checked —
none CRB checked staff to not
to have unsupervised access
to ships company/young
persons.

NIL
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Post
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[image: image6.jpg]SCC - RISK ASSESSMENT: OVERNIGHT STAY

Unit/Formation: TS Assessor:
Activity/Exercise: OVERNIGHT RA Date of Assessment:
Relevant Publications/Pamphlets/Procedures: Review Date:

Generic Risk Assessment: Yes

Ser Activity/ Element Hazards Identified Persons At Existing Controls Residual Risk Additional
Risk Acceptable Yes / Controls
No Required
(Step 1) (Step 2) (Step 3) (Step 4) (Step 5) (Step 6)
@ (b) (c) (d) (e) ® Q)
1 Identification of ID spark and flame All staff, cadets, Good housekeeping and Yes Nil
ignition sources and producing areas. visitors and cleaning stations. Bins
combustibles within contractors emptied regularly during day
Unit. and before lights out. No
Smoking Policy enforced
2 Robust and working Plan should include- All staff, cadets, Unit Sleepover Plan should Yes Nil
escape plan and use of fitted alarm and visitors and include Unit Map and Plan,
systems detection systems inc contractors Safety Brief, Risk
test on sleepover Assessment, Unit sleepover
weekend, raising Cat A/B, silent hours
alarm, escape means, monitors and numbers
muster point and required, and any additional
evacuation plan inc info from Unit ability to get
fire marshalls if cadets home within 1 hour
allocated, info for Fire or shelter not further away
and rescue services, than 3.2 kms for 3 hours to
recall of parents after be identified. Periodic
incident, checks to be completed on

system (Annually)
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General building All areas subject to Al staff, cadets, Unit defect Sheets Yes
condition periodic inspection visitors and submitted by Duty Officer
and maintenance contractors after rounds. Unit buffer to
administer repairs.
Lighting including Lighting failure All staff, cadets, Emergency lighting installed Yes Nil
Emergency during evacuation visitors and and regularly maintained by
Lighting contractors registered contractor
Fire service access Access and egress Al staff, cadets, Kingston Fire station within Yes Nil
and distance to from site by visitors and 5mins. Access to either front
station/reaction emergency services contractors or rear of building
times
Fire alarm and Ability of all All staff, cadets, Fully automatic fire system Yes Nil
detection systems personnel on board visitors and fitted to detect heat/smoke.
installed to be alerted within a contractors Call points to raise alarm.
reasonable time to Serviced regularly by
enable escape approved contractor
Welfare facilities Able to cater for the All staff, cadets, Separate staff wc. 2 Yes Nil
inc wash facilities numbers on board visitors and Separate female wc's. Yes
storage and toilets contractors Separate female showers. Yes
Separate male showers. Yes
Offices Paper / Generation of; - staff - Paper / books/ files etc Yes Nil
furniture - heat / fire - cadets kept to a minimum.
- IT equipment - smoke - contractors - furniture fire retardant Yes
- toxic fumes - visitors materials
- IT equipment PAT tested. - Yes
fire extinguishers Yes
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UNIT SAFETY BRIEF 

UNIT OVERNIGHT ACCOMMODATION PLAN FOR TS FANTASTICAL

the TIMBUKTU Unit of the Sea Cadet Corps        DATED 01/01/01

SAFETY BRIEF 

(To be given to all visitors to TS FANTASTICAL)


As a visitor to this Sea Cadet Unit, please do not wander about this building unescorted, a large part of this building/grounds do not belong to the Unit and as such is Out Of Bounds/Off Limits so should not be entered.


1. In the unlikely event of a FIRE, either hearing the words “Fire, Fire, Fire” being shouted or the Fire Alarm (a loud wailing noise or bell) will alert you. Please move to the nearest Fire Exit and assemble in the Unit assembly point which is the car park.
This information is noted on the blue Fire Action Posters, situated about this HQ. 


2. Fire Exits. These are clearly marked and you will never be very far from an exit and please familiarise yourself with the plan. Be aware also that your nearest exit may be blocked.


3. The Assembly Point is detailed on the Fire Action posters about the Unit.

4. Toilets are located near the main entrance - if required, please ask.


5. As a visitor please do not operate any equipment or machinery within the Unit, this includes any IT/Photocopier/Electrical or Mechanical devices/machinery (unless specified by the qualified/primary user of that equipment).


6. As a visitor be aware of possible slips/trips and fall hazards while moving about the building.   (The steps to the quarterdeck are particularly steep, and there is a step on entering the seamanship classroom).


7. Please do not leave any bags you may have brought with you unattended.


8. If you have any questions, please ask.


Signed        O.Fficer     OC/OIC TS FANTASTICAL
















UNIT MAP AND PLAN INC. FIRE EXITS AND MUSTER POINT, LOCATION OF FIRE FIGHTING EQUIPMENT, CADET AND ADULT SLEEPING ACCOMMODATION AND DISTANCES TO FIRE EXITS.
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FIRE RISK ASSESSMENT / INSERT HERE

For guidance, fire risk assessment check list:

Have Fire Wardens / Fire Safety co-coordinator been appointed? 
Has a site Fire / Emergency Plan been produced? 
Have staff been provided with information on fire / emergency procedures? 
Are visitors & contractors provided with fire / emergency information? 
Has liaison taken place with the Local Fire Authority? 
Has liaison taken place with Security Personnel where necessary 
Is a fire certificate required? 
Are the requirements of the fire certificate being complied with? 
Are fire / emergency instructions displayed above alarms and other prominent locations? 
Has a fire assembly point been designated? 
Is there a fire warning system? 
Are alarm systems tested regularly & records held? 
Are there adequate numbers of fire appliances of the correct type available? 
Are extinguishers subject to regular visual checks by site personnel and formally inspected annually? 
Are fire extinguishers correctly positioned, undamaged and clear of obstructions? 
Have staff been trained in their use? 
Are there adequate and unobstructed emergency escape routes? 
Are escape routes and exits clearly marked with the correct signs? 
Is there adequate lighting for the means of escape? 
Is access for Fire Brigade maintained? 
Are fire drills held regularly and records kept? 
Has fire protection been considered i.e. fire doors and protective materials? 
Are fire checks undertaken at end of the working day & at weekends/holidays? 
Is site enclosed & well lit to deter trespassers? 
If site is high-risk area are CCTV cameras provided? 
Are there flammables or LPG on site? 
Are quantities of the above kept to a minimum & stored safely? 
Is all combustible waste kept away from buildings, stored in fireproof containers & disposed of safely? 
Is burning of rubbish on site banned? 
Are there any sources of heat / hot working e.g heaters, welding? 
Is the above monitored & adequately controlled? 
Is smoking permitted on site?
If smoking is allowed is there provision for the safe disposal of cigarettes? 
Are no-smoking signs displayed in food preparation rooms & other non-smoking areas? 
Is there gas, oil, fuel etc. on site? 
Is storage for the above suitable & maintained in good condition? 
Are bunds of sufficient capacity provided for diesel/fuel storage & are they in good condition? 
Are drip trays provided where fuel / lubricants are being used? 
If fuel is dispensed on site, are tanks filled with engines off? 
Is portable electrical equipment subject to user checks and statutory inspections / tests with records available? 
Is electrical equipment in good condition – no visible signs of damage or defects? 
Are the fixed electrical installations for the building subject to statutory inspections? 
Is there a formal defect / hazard reporting system on site? 



OVERNIGHT ACCOMMODATION ACTION PLAN GUIDANCE
NOTES AND CHECKLIST

This is a checklist to aid centres/units to complete a thorough check before sleepover/occupancy takes place. This list is not exhaustive and can be manipulated to suit individual needs.

PRIOR TO OCCUPATION OF CENTRE/UNIT

1. All staff CRB checked, if not no unsupervised access to Cadets 
2. All Fire Fighting Equipment in correct locations and serviceable 
3. All fire exits/break out units are serviceable and exits clear 
4. All fire alarms, smoke/heat detectors, emergency lighting are fully tested and test recorded 
5. General maintenance of building and suitability for overnight stays 
6. Full brief to be given to include method and type of alarms, location of all exits, muster point, fire marshalls if appointed, practice to take place, welfare provisions in case of evac from building, location of first aid kits 
7. Fully brief all staff on responsibilities inc marshalling duties if allocated 
8. If applicable, nominate silent hours monitors 
9. Prepare brief for emergency services. Standard – Loc of Flam store/LPG/COSHH- standard brief to be given to senior fire officer attending scene 


DURING PERIOD OF ACTIVITY

1. Conduct evacuation practice and monitor findings 
2. Monitor access and egress points from buildings 
3. Good housekeeping during whole period of event 
4. Ensure suitable safeguarding/segregation of cadets and staff 
5. Keep a torch by you, what the dispersal arrangements are, issues over any warm clothing; walking the escape routes; reports of any observations by cadets such as risks such as, doors that get blocked, behaviour that may lead to cause of fire, use of naked flames, cadet responsibilities', location of protective fire doors that must be kept closed except when in use; response to a person with disabilities, reporting at muster point 


POST ACTIVITY REPORT

1. Review event went successfully and respond to feedback if any, any anomalies reported to Area Office 
2. Any accidents are recorded in accident book and sent to Area Office 




Sea Cadet Corps Overnight Accommodation
Rules and Definitions


1. Definitions


1.1 A sleepover - is an occasion where any person benefiting from MSSC MoD indemnity sleeps or rests in MoD, MSSC, SCC, borrowed or hired premises between the hours of 0000 and 0600 local time as part of a sea cadet group activity.
1.2 Premises - A permanent structure containing or having access to permanent toilets and wash facilities.
1.3 MoD Indemnity – as described in JSP814 and in the Form of Indemnity and other documentation between the MoD and MSSC.
1.4 Area Officer – The area officer of the relevant area or a competent representative. Where the premises are run by the MSSC this person is to be the Onshore Commander.
1.5 Occupier – a person who participates in the sleep-over


2. Category A sleep over

 
2.1 The use of the premises no more frequently than four times in any calendar year;
2.2 No more than three consecutive nights;
2.3 No more than twenty persons under the age of 18 years;
2.4 No more than eight persons over the age of 18 years;


3. Category B sleep over


3.1 The use of the premises as frequently as required but not for permanent habitation;
3.2 Persons under the age of 18 permitted – no more than the limit set in the risk assessment or procedures.
3.3 Persons over the age of 18 permitted – no more than the limit set in the risk assessment or procedures.
3.4 No more than fourteen consecutive nights for the same group.
3.5 Total staying overnight not to exceed one hundred.


4. Permitted sleepovers


4.1 Sleepovers are not permitted except in compliance with the requirements set for the category A and category B sleepovers.


5. Category A & B requirement


5.1 A risk assessment prepared by or on behalf of the person in charge and approved by the Area Officer on an annual basis. The period of validity shall be indicated in the authorisation.
5.2 Fire management plan and procedures prepared by or on behalf of the person in charge approved by the Area Officer on an annual basis. The period of validity shall be indicated in the authorisation.
5.3 A prepared fire brief (details to be included for approval) to all occupiers presented orally and supplemented by a displayed notice or handout. The presentation is to be given to all occupiers as soon as possible after they arrive at the premises. 
5.4 An evacuation practice before the commencement of the first night for every group.

6. Category A requirement.


6.1 No more than 12 metres of travel for any person resting or sleeping to a final exit from the building.
6.2 Adequate number of fire fighting devices.
6.3 A manual or better fire alarm system.
6.4 A suitable number of strategically placed battery operated smoke alarms or better.
6.5 Strategically placed torches for emergency use in sufficient numbers or a better emergency lighting arrangement.
6.6 At least one person, suitably trained, awake and monitoring the premises throughout the period from 0000 local to 0600 local.
6.7 Compliance with the risk assessment and fire management plan.


7. Category B requirement.


7.1 No more than 25 metres of travel for any person resting or sleeping to a final exit from the building.
7.2 An adequate number of fire fighting devices.
7.3 An integrated electrically operated and co-ordinated system linked to a smoke or fire detecting system covering all sleeping areas rated to L2.
7.4 An installed emergency lighting system with automatic operation.
7.5 Pathways to escape protected by suitable fire rated doors.
7.6 The availability of a suitable temporary shelter no closer than 50 metres and no further than two miles from the premises to protect the evacuees and to be available within half an hour of the evacuation. To be suitable, the shelter must protect the evacuees from excesses of cold and heat, from adverse weather and provide emergency sanitary provision appropriate for the number for a period of three hours. As an alternative the unit may operate a dispersal plan where every cadet is transported to their home within one hour.
7.7 No more than 100 person staying overnight in the unit.
7.8 Compliance with the risk assessment and fire management plan.
7.9 A number of persons (monitors), suitably trained, awake and monitoring the premises throughout the period from 0000 local to 0600 local in accordance with the table below:


	Persons within the premises

1-45 
46-80 
81 - 100 
	Number of monitors


None

One

Two



8. Risk Assessments

 
8.1 Area Officers in the review of the risk assessment should examine the following:
8.1.1 Identification of ignition sources, combustibles, escape systems, building condition, lighting, fire service access and distance
8.1.2 Installed fire safety systems
8.1.3 Welfare arrangements (wash facilities, storage and toilets)
8.1.4 Evacuation and muster plans
8.1.5 Segregation of sexes
8.1.6 Numbers of adults and cadets
8.1.7 Supervision and training
8.1.8 Child protection
8.1.9 Evacuee care
8.1.10 The identification of suitable control measures




9. Management Plans and Procedures


9.1 Area Officers in the assessment of the management plans and procedures should address the following:
9.1.1 Fire prevention and control
9.1.2 The installed fire safety equipment and systems
9.1.3 Raising the alarm
9.1.4 Means of escape
9.1.5 Evacuation and muster
9.1.6 Evacuee care
9.1.7 Fire fighting measures
9.1.8 Information for the use of the fire and rescue service
9.1.9 Management, supervision and control
9.1.10 Terms of reference and responsibility
9.1.11 Training and competence
9.1.12 Welfare and sanitation
9.1.13 Provision for disabled
9.1.14 Numbers of adults and cadets and the distribution through the building.
9.1.15 Illness
9.1.16 Communication with parents and guardians
9.1.17 Adequacy of the accommodation for the numbers set
9.1.18 Records demonstrating adherence to good safety practice.


10. Variations


10.1 Area Officers in the review of the risk assessment, plans, procedures and installations may:-
10.1.1 Set limits that vary from the limits given in this document 
10.1.2 Set additional requirements and allow relaxation from selected requirements.
10.2 Such variations shall be recorded in the Unit Safety Log.


Unit Sleepover Compliance Statement
Any Unit wishing to conduct Sleepovers is to sign the declaration below and forward it to the Area Officer, along with the completed overnight accommodation pack, pages 1-7 for approval prior to any Sleepovers being undertaken at the Unit.

UNIT………………………………………………………………………
I certify the following checks, controls and requirements are in place for Sleepovers taking place at this Unit.

· CAT *A/B Sleepover Risk Assessment completed and in date.

· Unit Fire Risk Assessment and Sleepover Management Plan completed and in date. 

· A Sleepover Brief is prepared for presenting at each Sleepover and is displayed on the Safety Notice board and included in the Unit Safety Log.

· Fire Appliances are in date for Annual Test.

· Safety Records recording Smoke Alarms/Emergency Lighting and Alarm testing are up to date. 

· The evacuation and dispersal plan is completed and included in the Sleepover Management Plan.

· If a CAT A Unit, modification to the Sleepover regulations is requested as follows: (Unit plan to be submitted with this endorsement where frequencies or metres to final exit are to be increased)

a. The use of the premises increased from 4 times in any one year to…….. times.

b. The number of consecutive nights increased from 3 to…………..

c. The number of persons under the age of 18 years increased from 20 to……………

d. The number of persons over the age of 18 years increased from 8 to ……….

e. The distance of travel for any person resting or sleeping to the final exit from the building is………………

I will inform Area Office if Unit Facilities and/or circumstances change. 


Name……………………………………..………….Signature……………..………………………....

Chairman………………………………  

Date……………………………..

Name……………………………………..………….Signature……………..………………………....

Rank……………………………… CO/OIC* 
Date……………………………..

Signatures may NOT be delegated.

Annual Sleepover Authorisation

The above Unit has my authority to conduct Cat *A/B sleepovers, (as defined by the Reference and modifications above), from date of signature below subject to annual re-validation by the ALO and Unit facilities and circumstances remaining unchanged.

Name……………………………………..………….Signature……………..………………………....

Rank/Appt……………………………………
Date…………………………………………….

Re-endorsed:
2011

ALO
………………………………………..




2012

ALO
………………………………………..




2013

ALO
………………………………………..




2014

ALO
………………………………………..




2015

ALO
………………………………………..

* Delete as appropriate

Complete Overnight accommodation pack pages 1-7, including all risk assessments





Read and implement requirements for Category A sleepover in attached guidance





Read and implement requirements for Category B sleepover in attached guidance





No action required





Which category of sleepover will apply?





Are Unit premises to be used for sleepovers?





Patron: HM The Queen


A charity registered in England and Wales


313013 and in Scotland SC037808





Submit pack, together with Compliance Statement (page 12) to Area Officer for approval





Area Officer will review, and approve/deny authorisation. ALO will review annually





Approved pack returned to Unit if approved.


Unit must resubmit if  any change to local hazards/circumstances





Galley





Store Room





Classroom


(Female Accommodation)
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Office (Female Staff Accommodation)


5m to fire exit
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9m to fire exit
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Fire fighting eqt.








