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1. Purpose 

Gargunnock Community Trust Ltd. (the “Trust)” is a company registered in Scotland, and a 
charity registered with OSCR (the Scottish Charity Regulator). 
 
The Trust owns and manages the Gargunnock Community Centre (the “Community Centre”) 
on behalf of the residents of Gargunnock.  
 
As owner of the Community Centre, the Trust accepts that it has legal responsibilities to take 
reasonable measures to ensure that the Community Centre, access to it, and any equipment 
or facilities provided, are safe for people using it, so far as is reasonably practicable. 
 
The purpose of this document is to define the Fire Safety Arrangements and responsibilities 
that ensure the safety, in the event of fire, of persons (whether they are Trust Directors, 
members, volunteers, centre users, tenants, visitors or others). 

 
 

2. Description of the Premises 
The Community Centre represents an important asset for the Gargunnock community.  It 
plays an extremely important and central role in village life, accommodating a very wide range 
of community functions and activities. In addition, it is used for private functions, parties, 
meetings, exercise classes, and other events and is also available for commercial hire by 
organisations outside the village, as well as offering workspaces for two local businesses.  An 
After-School Club operates from the Community Centre 4 days per week during school term –
time. 
 
The Community Centre consists of two buildings on the site: one is the Main Building, and the 
other is the Drop-in-Centre. 
 
The original part of the Main Building was constructed in 1857 as the village primary school 
and schoolmaster’s house, with the smaller Drop-in Centre constructed in 1911. 
 
The layout of the two buildings is shown in Appendix 1. 
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The original part of the Main Building is a two-storey stone construction with traditional timber 
roof structure finished in slate, with a timber staircase leading to the second floor.  Later 
extensions are generally of timber construction with bituminised felt roof coverings. The 
ground floor contains a main hall and four other rooms, together with shared kitchen, toilet and 
storage facilities.  The single staircase leads to two upper floor offices that are let separately 
to two different occupiers, and to toilet facilities. 
 
The Drop-in-Centre building is brick-built with a harled exterior, and a single-storey timber 
store-room extension to the rear (entered from the outside).  The main uses of the Drop-in 
Centre are for the After-School Club, and as polling station for local and general elections. 
 
The two buildings are heated by a hot water radiator system fed from a biomass boiler located 
in a boiler room at the rear of the Main Building.  The boiler is fuelled by wood pellets stored in 
an externally-located bulk silo with a vacuum conveying system to transfer the pellets to the 
boiler. 
 
The address of the Community Centre is: 

Gargunnock Community Centre 
Leckie Road 
Gargunnock 
Stirlingshire  
FK8 3BJ 

 
The premises are let or hired on the basis that all tenants and centre users are responsible for 
maintaining the safety of their group, and cooperate with the Trust and other users to ensure 
that fire safety arrangements are adhered to by all. 
 
A requirement to adhere to the Fire Safety Arrangements is included in the Standard 
Conditions of Hire that all Users accept as part of the booking process, and in the Tenancy 
Agreement for renters of office space. 
 
 

3. Responsibilities 
Overall Responsibility 

Overall and final responsibility for fire safety matters for the Community Centre lies with the 
Chairman of the Trust (the “Responsible Person”). This person is responsible for ensuring 
that these Fire Safety Arrangements are carried out effectively. 
 

Responsibilities of the Trust 
The Trust has responsibilities for fire safety and fire precautions relating to the Community 
Centre. 
 
The Trust is responsible for keeping the Community Centre in good repair, and having 
appropriate fire precautions in place. 
 
The Trust is responsible for putting in place and maintaining agreements covering fire 
safety with the users of the Community Centre, and with the tenants in the offices at the 
Community Centre. 
 

Responsibilities of the Tenants and Centre Users 
Tenants are those renting an office under a Tenancy Agreement. Centre Users are those 
hiring the Community Centre, or any part of the Community Centre. Under the terms of the 
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Tenancy Agreement or Standard Conditions of Hire, the Tenants and Users agree to abide 
by Trust policies and procedures, including the Fire Safety Arrangements. 
 
Tenants and Users have responsibility for managing fire risks, so far as reasonably 
practicable, arising from their own activities when they have control of any part of the 
premises or control of equipment on the premises. 
 
Tenants and Users should perform their own Risk Assessment of their activities, and take 
appropriate action to avoid fire hazards in the premises. 
 
Whenever a Tenant or User notices a fire safety problem that they are unable to correct, 
they must immediately inform the Caretaker or the Community Centre Administrator. 
 

Responsibility to Cooperate 
All Trust Directors, Tenants, and Community Centre Users have the responsibility to co-
operate with the Trust, Caretaker and other Tenants and Users regarding fire safety 
matters affecting the Community Centre, including the communal areas and any shared 
arrangements.  

 
 

4. Fire Safety Risk Assessment 
 
Part 3 of the Fire (Scotland) Act 2005, as amended, is the law in respect of general fire safety 
in Scotland and sets out the fire safety duties for the majority of premises. The legislation 
covers general fire safety, which includes risk reduction, control measures, means of fire 
warning, fire-fighting, escape, staff training, and instruction. 
 
The cornerstone of Part 3 of the Act is the Fire Safety Risk Assessment.  This Risk 
Assessment is an organised and methodical evaluation of the premises, the activities taking 
place, the people expected to use the premises, the potential for fire to occur, and the harm it 
could cause to the people in and around the premises.   The assessment considers life safety, 
and not property protection or business continuity. 
 
The Trust will employ a competent person to perform the Fire Risk Assessment for the 
Community Centre. 
 
The assessment will generate a list of Significant Findings identifying items that are likely to 
present a risk to people; and will specify what the problem is, existing control measures that 
are in place, and recommend additional actions that should be implemented to reduce the 
risk.   
 
Significant Findings and recommended actions will be prioritised as: 
  

High: Recommendations that should be implemented 
immediately, or as soon as reasonably practicable. 

Medium: Recommendations that should be implemented in 
the short term. 

Low: Recommendations of a non-urgent nature. 
Note: Recommendations for longer term consideration 

 
The Trust will use this prioritisation of recommended actions to develop a work-plan to 
improve fire safety at the Community Centre. 
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The Responsible Person will ensure that the Significant Findings detailed in the Fire Risk 
Assessment receive appropriate attention. 
 
The Fire Risk Assessment will be carried out every five years and reviewed annually, or 
promptly after an incident has occurred, or whenever there is any major change to the 
premises or change to activities on the premises.  
 
A copy of the latest Fire Risk assessment is available on the noticeboard in the Community 
Centre and on the Community Centre booking page of the village website. 
 
 

5. Fire Hazards, Prevention & Controls 
 
Electrical Sources of Ignition 

The fixed electrical installation at the Community Centre is inspected every 5 years. 
 
The Trust ensures that all portable electric appliances within the Community Centre and 
owned by the Trust are tested on an annual basis to ensure they are in good working order 
and safe to use. 
 
Tenants and Users of the Community Centre are required to arrange testing of any 
portable appliance that they bring onto the premises; and to ensure that the appliance is 
used safely. 
 

Smoking 
The premises (and surrounding grounds) are No Smoking areas.  Use of electronic 
cigarettes is prohibited on the premises. 
 

Indoor Pyrotechnics, Candles or Naked Flames 
Bubble machines, smoke machines, fog machines, fireworks, indoor fireworks, candles, 
naked flames, or similar items are not allowed on the premises. 
 
Sky lanterns (Chinese lanterns) are not allowed to be used, lit, or released from the 
premises or surrounding grounds. 
 

Portable Heaters 
Tenants and Users are not permitted to bring portable heaters on to the premises.   
 
Temporary portable heaters are available from the Caretaker for occasional use in case of 
failure of the main heating system.  Users of these temporary heaters are required to 
ensure their safe use, and ensure suitable monitoring of children or less-abled persons is 
implemented whenever temporary heaters are in use. 
 

Cooking 
Cooking is only allowed in the kitchen of the Main Building and in the tea preparation area 
of the Drop-in Centre.  Occasionally pre-prepared food is brought into the premises by 
local caterers. 
 

Lightning 
The Community Centre buildings are low-rise (adjacent off-site structures are higher), and 
the area does not suffer from significant lightning storms, therefore lightning protection is 
not deemed necessary. 
 

Housekeeping 
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The Trust arranges weekly cleaning of the premises.   
 
The Caretaker performs weekly inspections of the premises to identify any housekeeping 
issues, and to check that there is no build-up of combustible materials around the recycling 
bins or in the boiler room. 
 
Tenants and Users are responsible for the cleaning of areas used during their event, and 
for the removal of all waste generated by their event. 
 

Explosives and Flammable Substances  
Tenants and Users have agreed by accepting the Standard Conditions of Hire or Tenancy 
Agreements that: 

i. Highly flammable substances, including liquefied propane gas bottles or 
appliances, are not permitted to brought onto, or used in any part of the 
Premises. (However, barbeques are permitted within the fenced garden area, 
but must be located at least 5m from the building)  

ii. No internal decorations of a combustible nature (e.g. polystyrene, cotton wool) 
are permitted.  

iii. No decorations are to be installed near light fittings or heaters.  
 

Means of Escape 
Emergency exits are available.   Escape routes and emergency exit doors are identified by 
signs, including illuminated directional signs. 
 
A number of doors do not open in the direction of travel, and some perimeter exit doors 
have rotating handles and no panic bars. Consequently whenever either more than 60 
persons are attending an event or alcohol is being served, then the Centre User is 
responsible for arranging that either each of the three final exit doors is securely wedged 
or otherwise held open, or each door is manned at all times by a responsible person 
trained to open the door in an emergency. 
 

Emergency Escape Lighting 
Emergency lighting and illuminated exit signs are in place. 
 

Assembly Point 
The Assembly Point to be used for a headcount in an emergency is located at the flagpole 
in front of the Main Building by Leckie Road. 
 
An aerial view of the premises in Appendix 2 shows evacuation routes from the building 
and location of the Assembly Point. 
 

Measures to Limit Fire Spread 
Fire doors are located at strategic points within the building to help limit the spread of fire. 
 

Fire Detection and Alarm System 
A fire detection and alarm system exists for the Main Building and includes smoke 
detectors and call points, audible sounders and beacons, with no off-site alarm monitoring.  
The system is split into 4 zones. 
 
A fire alarm Zone Plan showing the 4 areas monitored by the Fire Detection & Alarm 
System is displayed adjacent to the fire alarm control panel, and a copy is included in 
Appendix 3. 
 
The location of fire devices in the Main Building is shown in Appendix 4. 
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The Drop-in-Centre has two inter-linked smoke detectors. 
 

Portable Fire Extinguishers 
Portable fire fighting equipment is provided at strategic locations throughout the premises. 
 
There are three types of portable fire fighting equipment on site: 

6 x Fire Extinguishers (Foam) 
5 x Fire Extinguishers (CO2) 
2 x Fire Blankets 
 

Security 
Perimeter access doors are secured with a coded lock (Main Building) and a key box 
(Drop-in Centre), to which Centre Users have access.  
 
There is no guaranteed on-site presence by the caretaker or directors of the Trust, and as 
there is no significant history of break-ins or vandalism, there is no site security service. 
 

Contractors & Building Works 
Any contractor invited onto the site to perform “hot work” (any work that could use open 
flames, or heat generating equipment that could cause ignition to combustible or 
flammable materials) must produce a Risk Assessment and Method Statement defining 
how the equipment is to be used, and what precautions have been put in place to reduce 
the risk and deal with fire.  Contractors must provide their own fire fighting equipment on 
site suitable for the hazard as specified in their Risk Assessment. 
 

Wilful Fire-Raising 
The Community Centre is located on a main road in a quiet village setting with adjacent 
residential properties.  There is also no significant history of vandalism, so the risk of wilful 
fire-raising is seen as low. 
 
However, to minimize risk, Tenants and Users are instructed to ensure no combustible 
materials are stored outside against the building walls.   
 
The waste and recycling bins are inspected weekly by the Caretaker to check that there is 
no build-up of combustible materials around the bin storage area. 
 
 

6. Inspection, Testing & Maintenance 
 
Fire Detection and Alarm System 

The detection & alarm system is inspected weekly by the Caretaker to ensure it is active 
(green light illuminated on the panel, and display showing “Normal”). 
 
The detection & alarm system is tested weekly by the Caretaker using a test key to 
operate a different call point each week on a rolling program. 
 
The detection & alarm system is inspected and serviced annually by a competent service 
organisation in accordance with BS 5839: Part 1; 2013. 
 

Smoke Detectors 
Smoke detectors in the Drop-in Centre are tested weekly. 
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Emergency Lighting  
The emergency lighting system is tested weekly by the Caretaker using a suitable test key 
or by isolating (using the local light circuit breaker) the lights. 
 
The system is serviced annually by a competent service organisation in accordance with 
BS 5266 Part 1: 2005. 
 

Portable Electrical Equipment  
The portable electrical equipment within the Community Centre and owned by the Trust is 
tested annually to ensure it is fit for purpose and in a safe condition.  
 

Electrical Installation (Fixed Wiring)  
The fixed electrical system is inspected and tested every 5 years by a competent service 
organisation in accordance with BS 7671: 2018. 
 

Portable Fire Fighting Equipment  
The portable fire fighting equipment is inspected weekly by the Caretaker to ensure the 
equipment appears in good condition, and that all extinguishers have a safety pin and 
plastic tag fitted, gauge indicator (if fitted) is in the green sector, and the equipment is in its 
appropriate position. 
 
The equipment is serviced annually by a competent service organisation in accordance 
with the manufacturer’s instructions and BS 5306 Part 3. 
 

Means of Escape  
The Caretaker checks weekly that all corridors and stairs are kept clear of obstructions and 
combustible material; all fire doors are closed; and all fire exits are operational and 
unobstructed (inside and outside). 
 

Records of all inspections and tests are maintained for inspection by Trust Directors, fire risk 
assessors and enforcement officers.  
 
 

7. Fire Fighting 
Persons who have been trained in the use of portable fire fighting equipment may attempt to 
fight an uncontrolled fire where they have already called for help and feel confident the fire 
can be dealt with safely, however they must not do so where it could put themselves or others 
at risk of harm from the fire or its effects. 
 
 

8. Emergency Fire Action Plan 
 
Users and Tenants are instructed to prepare for a fire emergency situation as follows: 
 

a. In advance of an event, Users are instructed to check that they are familiar with the 
Fire Safety Arrangements, including the following:  

i. The location of fire alarm call stations, and fire equipment. 
ii. Fire evacuation procedures, and location of the assembly point, including the 

importance of immediately calling the Fire and Rescue Service. 
iii. Escape routes and the need to keep them clear.  
iv. Method of operation of exit doors.  
v. The purpose of fire doors and the importance of keeping all fire doors closed.  
vi. Fire and emergency reporting procedures.  
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vii. The details of their event-specific Risk Assessment. 
 

b. Immediately prior to the start of an event, Users are instructed to check the 
following:  

i. That all fire exits are unlocked and opening mechanisms are in good working 
order.  

ii. That all escape routes are free of obstruction and can be safely used for prompt 
exit from the building.  

iii. That all fire doors are closed.  
iv. That there are no fire-hazards on the premises.  

 
c. During an event, Users are required to:  

i. Keep a register of people in the premises (or have put in place an alternative 
method for ensuring that, in case of an emergency, all members of their group 
are accounted for). 

ii. Familiarise all persons attending the event with the locations of fire alarm 
points, fire evacuation routes, and the assembly point. 

iii. Ensure that all necessary arrangements are in place to evacuate wheelchair-
bound persons, or any less-abled person, from the building. 

iv. Ensure that a responsible person in their group who has received training in 
basic fire safety awareness and use of fire extinguishers, is on site at all times 
during the Hire Period.  

v. Have a fully-charged mobile phone available on site to call fire and rescue 
services if required. 

 
Following are the actions to be taken in the event of a fire: 
 
On Discovering a Fire:  

i. Sound the alarm  
ii. Call the Fire & Rescue Service (999) 
iii. Attack the fire using appliances available (only if you are trained and it is safe) 

 
On Hearing the Fire Alarm:  

iv. Leave the building by the nearest exit  
v. Close all doors behind you  
vi. Report to Assembly Point at the flag-pole in front of Main Building by Leckie 

Road. 
 
Do Not take Risks 
Do Not stop to collect personal belongings 
Do Not return to the building for any reason until authorized to do so 
 
These actions are clearly displayed on Fire Action Notices mounted at strategic points around 
the premises.  An example of a Fire Action Notice is shown below: 
 

 
  Typical Fire Action Notice 
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An aerial view of the premises showing Evacuation Routes and the Assembly Point is in 
Appendix 2 
 
In the event of an evacuation of the premises, the person booking the Centre, or their 
designated responsible person, will conduct a headcount at the Assembly Point and will notify 
the Fire & Rescue Service on their arrival that all persons are safe, or the last known location 
of any missing person. 
 
Note:   Fire extinguishers are intended to assist occupants to safely escape the building. 

They should only be used to put out small fires if: 
i. Other persons in the group have been notified of the situation. 
ii. The person is trained in the use of extinguishers. 
iii. It is realistic and safe to attempt to extinguish the fire. 
iv. DO NOT TAKE RISKS 

 
 

9. Communication of Fire Arrangements 
A copy of the Fire Safety Arrangements is made available to all Centre Users when booking 
the Centre. 
 
There are many potential Users of the Community Centre, and it is not possible for the Trust 
to be aware of all activities, and the abilities of all persons who may be on site.  
 
It is clear in the Standard Conditions of Hire and the Tenancy Agreements that the hirer of the 
Community Centre is responsible for the safety of all persons involved in, and attending, the 
hirer’s event.  However, to assist Users, the Trust has generated a Typical Safety 
Announcement for the hirer to customize and use for communicating their fire safety 
arrangements to their group at the start of their event.  The Safety Announcement Guide is 
available to Users when booking the Centre, and a copy is included in Appendix 5.  
 
 

10. Evacuation of Less-Abled Persons (Personal Evacuation Plans) 
Users are instructed to ensure that fire arrangements for their event are customized to ensure 
they are appropriate for their type of event, and for the persons attending, paying special 
attention to the needs of any children or less-abled persons who may be present. 
 
Users will generate appropriate personal evacuation plans where required. 
 
 

11. Evacuation Drills 
All Users and Tenants are instructed to evaluate the need to conduct a practice evacuation of 
the Premises to highlight any point of concern before an emergency situation arises.   
 
All Regular Users of the Community Centre are required to conduct an annual evacuation of 
the Premises; and then provide a written report on the details (including: name of group, 
responsible person, time, date, weather conditions, time taken to fully evacuate the building) 
and effectiveness of the evacuation (including any deficiencies and potential improvements) to 
the Community Centre Administrator.  A typical blank “Evacuation Practice Report” form is 
available on the Community Centre booking page of the village website, and is shown in 
Appendix 6. 
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Appendix 1:   
Community Centre - Layout of Buildings 
 
 
 
MAIN BUILDING 
 

 
 
 

 
 
DROP-IN CENTRE 
 

 
 
 
 
 
 
 
 
 
 
 
  

D
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Appendix 2:   
Emergency Evacuation Routes & Assembly Point 
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Appendix 3:   
Fire Detection & Alarm System – Zone Plan 
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Appendix 4:   
Location of Fire Detecting/Alarm Devices and Fire Fighting Equipment 
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Appendix 5:   
Typical Fire Safety Announcement for Users of the Community Centre 
 

  

Gargunnock	Community	Trust	Ltd.	 Safety	Announcement	Guide	 December	2019	

Safety	Announcement	Guide	
	

You,	as	hirer	of	the	Gargunnock	Community	Centre,	are	responsible	
for	the	safety	of	all	persons	involved	in,	or	attending,	your	event.			
	

As	part	of	this	responsibility,	you	may	want	to	use	this	guide	to	help	
you	announce	fire	safety	arrangements	at	the	start	of	your	event.	
	

Prior	to	your	announcement,	make	sure	that:	
	

1. You	have	familiarised	yourself	with	the	Fire	Safety	Arrangements.	
2. All	fire	exits	are	unlocked	and	operational.	
3. All	escape	routes	(inside	and	outside)	are	free	from	obstruction.	
4. All	fire	doors	are	closed.	
5. There	are	no	fire	hazards	on	the	premises.	
6. You,	or	your	nominated	responsible	person,	understand	how	to	contact	the	Fire	&	

Rescue	Service	by	mobile	phone.	
7. You	are	aware	of	the	location	of	the	Assembly	Point.	
8. You	have	made	arrangements,	in	case	of	evacuation,	to	check	that	all	persons	

attending	have	exited	the	building.	
9. If	your	group	consists	of	more	than	60	persons,	you	have	arranged	that	either	each	

of	the	3	final	exit	doors	be	wedged	or	otherwise	held	open,	or	each	door	be	manned	
at	all	times	by	a	responsible	person	trained	to	open	the	door	in	an	emergency.	

10. You	customise	your	announcement	to	make	it	suitable	for	your	event,	and	for	the	
persons	attending,	paying	special	attention	to	the	needs	of	any	children	or	less-abled	
persons	who	may	be	present.	

	

You	may	also	want	to	follow	the	Safety	Announcement	with	other	housekeeping	
instructions,	e.g.	“Toilets	are	located	along	the	corridor	past	the	kitchen”.	

	
Typical	Announcement:	
	

1. No	fire	drill	is	planned,	so	if	you	hear	the	fire	alarm	take	
appropriate	action.	
	

2. Your	nearest	exit	is	………	
	

3. Alternative	exits	are	located	……..	
	

4. In	the	case	of	fire,	or	other	emergency	requiring	evacuation,	
exit	the	building	in	an	orderly	fashion	(no	running),	and	don’t	
stop	to	gather	your	personal	belongings.	
	

5. Make	your	way	to	the	Assembly	Point,	located	at	the	Flag	Pole	
in	front	of	the	Main	Building	by	Leckie	Road.	
	

6. Do	NOT	re-enter	the	building	until	told	to	do	so.	
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Appendix 5:   
Typical Evacuation Practice Report 

 

User/Group:

Date	of	Practice:

Time:

Weather	Conditions:

Practice	Organiser:

Persons	Involved:

Comments	on	Organisation	of	the	Evacuation:

Time	from	Alarm	to	Verification	of	Headcount: ------------------ minutes

Was	Evacuation	Effective? Yes No

Problems:

Suggested	Opportunities	for	Improvement:

Signature	of	Practice	Organiser:
--------------------------------------- Date: --------------------

Evacuation	Practice	Report

Logo

Gargunnock																												
Community	Centre


