The 9th National Fire and Civil Emergency Preparedness Council 
Fire Safety Award 2011

(Year of Assessment 2010)

PARTICIPATION FORM

	BUILDING INFORMATION:       * Shopping Centre / Office Building / Hotel / Hospital / Others

* (Please indicate category)

	Name of Building:
	

	Address:
	 

	Owner / Occupier / Management Corporation Strata Title No.:
	

	Name of FSM (*Mr / Ms / Mdm) :

& Contact No:
	

	Appointment Date:
	

	Number of Storey/s:

Number of Basement/s:


	

	 No. of Storeys used as † :-

· Shops:

· Offices

· F&B Outlets:

· Guest Rooms:

· Carpark:

· Others (Please indicate):

† (Please indicate “NA” for items which are not applicable)


	


Please circle a “Yes”, “No”, or “N/A” (Not Applicable) for each S/No.

	S/No
	Description
	Yes
	No
	N/A
	Remarks

	1
	Fire Safety Manager 
	
	
	
	

	1.1
	How long has the current FSM been in service?


	   Yrs ____ Mth

	  1.2
	During periods when the FSM was on leave / unavailable, were arrangements made to cover for the FSM’s duties?

	
	
	
	

	1.3
	Does the FSM supervise the maintenance of fire safety works in the premises?

(To show documentary evidence)

Example:
· Maintenance schedule

· Rectification works

· Follow-up actions taken

· Records & filing, etc.

	
	
	
	

	1.4
	Does the FSM conduct daily checks within the premises and remove any fire hazard that is found within the premises? 

(To show documentary evidence)

Example:
· Inspection schedules

· Enforcement actions

· Rectification works

· Follow-up actions taken

· Records & filing, etc. 


	
	
	
	

	1.5
	Were fire safety guidebooks prepared and given to occupants of the premises?

(To show sample)


	
	
	
	

	2
	Fire Safety Committee
	
	
	
	

	2.1
	Has the Fire Safety Committee been formed?


	
	
	
	If yes, list the date of formation:

                  

	2.2
	Has the Fire Safety Committee been involved in any fire safety activities and programmes during the year (2010)?

Example:
· Fire Drill Committee

· Table-top exercise

· Arson Prevention Plan

· Public Education Programmes

· Fire Safety related activities


	
	
	
	If yes, list the activities:



	2.3
	Are regular meetings conducted for members of the Fire Safety Committee? 
	
	
	
	If yes, list the dates of the meetings:



	3
	FSM Annual Report
	
	
	
	

	3.1
	Has the FSM Annual Report been submitted to the owner of the premises? 

(Details provided in the report)

Example:
· Building information

· Types of training conducted

· Fire safety activities conducted

· Types of improvements

· Fire evacuation drill report

· Schedule of future fire safety activities

· Matters arising from previous action and remedial action taken

· Actions by building owner, etc

	
	
	
	

	3.2
	Does your organisation conduct in-house training programs for:

a) Staff?

b) Other occupants?

(Training must be related to Fire Safety, Fire Fighting or First Aid)


	
	
	
	If yes, list the types and dates of training conducted:



	3.3
	Has your organisation conducted any Fire Safety Activities and Programmes during the year (2010)?

Example:
· Campaigns

· Training courses

· Contest

· Other activities, which will develop and maintain the interest of the occupants in establishing fire safe environment, etc

	
	
	
	If yes, list the Fire Safety Activities and Programs conducted:



	3.4
	Is there a schedule of Fire Safety Activities and fire safety programs to be conducted this year (2011)?

Example:
· Campaigns

· Training courses

· Contest

· Other activities, which will develop and maintain the interest of the occupants in establishing fire safe environment, etc

	
	
	
	If yes, list the Fire Safety Activities and Programs scheduled:



	3.5
	Has your organisation made any improvements to operational capabilities for Fire Safety?

Example:
· CCTV at critical installations

· Breathing apparatus for fire-fighting team

· Fire fighting suit

· Emergency Response Plan 

· Contingency Plan

· Upgrading of fire safety systems / installations


	
	
	
	If yes, list the improvements made:



	4
	Fire Evacuation Drill 
	
	
	
	

	4.1
	Has your organisation conducted at least 2 fire evacuation drills for the year? (2010)

	
	
	
	

	4.2
	Are the reports for the fire evacuation drills available?

Contents of the report 

· Simulated fire scenario

· Management response

· Evacuation procedures 

· Occupant participation

· Evacuation time

· Fire Safety committees’ comments

· Conclusion (Comparing previous drills)

· Evacuation drill status record

· Evacuation drill record sheet

· List of tenants or occupants not participating


	
	
	
	

	4.3
	What is the average percentage of participation for the fire evacuation drills?


	        _______ %
	1st Drill:  _____ %

2nd Drill:             %

	5
	Table-Top Exercise
	
	
	
	

	5.1
	Has your organisation conducted at least 2 table-top exercises for the year?


	
	
	
	

	5.2
	Are the reports for the table-top exercises available?

Contents of the report

· List of Fire Safety Committee & persons involved

· Emergency Scenarios

· Identification of Anticipated Problems

· Briefing reports & General Instruction file

· Emergency response procedures

· Debrief report

· Lessons learnt & recommendations

	
	
	
	

	6
	Arson Prevention Plan (APP)
	
	
	
	

	6.1
	Has the APP been compiled in the FSM annual report?
	
	
	
	

	6.2
	Are the following areas covered in the APP?

Contents of the report

· Arson Risk Assessment

· Fire Safety Management Procedures

· Risk Reduction Measures

· Implementation


	
	
	
	

	7
	Fire Emergency Plan
	
	
	
	

	7.1
	Is the FEP prepared in accordance with the standard guidelines issued by SCDF?

Contents of the report

· Objective

· Action to be taken in event of an outbreak of fire

· Action to be taken if fire occurs outside office hours

· Duties & Responsibilities of key personnel

· List of Fire Safety Committee

· Site Plan of Assembly area/ point

· Typical Floor plan

· Evacuation drill record sheet

· Standard announcements

· Floor register

· Building Evacuation status chart


	
	
	
	

	7.2
	Was the FEP updated within the year (2010)?


	
	
	
	Last updated: 



	7.3
	Is a copy of the FEP available in the FCC?
	 
	
	
	

	8
	Fire safety knowledge of staff & management
	
	
	
	

	8.1
	Are the staff / management / occupants aware of fire safety issues pertaining to the premises?

Questions that may be asked:

· Existence of fire hazards in building

· Evacuation procedures, etc.

· Fire safety activities conducted

· Fire Safety Manager / Fire Safety Committee


	
	
	
	Note: Staff / management / occupants may be randomly selected for interviews.

	9
	Fire Certificate
	
	
	
	

	9.1
	Was the Fire Certificate for the premises obtained at the 1st attempt?


	
	
	
	If no, Fire Certificate was obtained at the ______ attempt.

	10
	Fire Protection Systems
	
	
	
	

	10.1
	Main and sub fire alarm panel. Any fault(s)?


	
	
	
	

	10.2
	Hosereel. Any fault(s)?


	
	
	
	

	10.3
	Fire extinguisher. Any fault(s)?


	
	
	
	

	10.4
	Standby generator room. Any fault(s)? 


	
	
	
	

	10.5
	Exit sign and emergency lighting. Any fault(s)?


	
	
	
	

	10.6
	MV for smoke stop lobby. Any fault(s)?


	
	
	
	

	10.7
	MV for exit staircase (Pressurisation system). Any fault(s)?  


	
	
	
	

	10.8
	Dry riser system. Any fault(s)?


	
	
	
	

	10.9
	Wet riser system. Any fault(s)?


	
	
	
	

	10.10
	Sprinkler system. Any fault(s)?


	
	
	
	

	10.11
	Fire Lift. Any fault(s)?


	
	
	
	

	11
	General Fire Safety Housekeeping
	
	
	
	

	11.1
	Any fault(s) at the Exit passageway and staircases? 


	
	
	
	

	11.2
	Any fault(s) at the Exit doors?


	
	
	
	

	11.3
	Any fault(s) at the Fire Command Centre?


	
	
	
	

	11.4
	Any improvement(s) made to fire safety protection systems?

(over and above basic fire requirement) such as Sprinkler, FCC, Voice Comm, fire retardant material, etc
	
	
	
	 

	11.5
	Were there any fire incidents in the premises during the year (2010)?
	
	
	
	

	11.6
	Did SCDF take any enforcement action against the premises during the year (2010)?


	
	
	
	

	12
	Others
	
	
	
	

	12.1
	Does the organisation have a Company Emergency Response Team (CERT) or similar?


	
	
	
	

	12.2
	Are Automated External Defibrillators (AED) available within the premises?


	
	
	
	

	12.3
	Does the organisation have a In Place Protection (IPP) plan?

(To show documentary evidence)


	
	
	
	

	12.4
	Were any IPP drills conducted during the year of assessment?


	
	
	
	


	I hereby declare, to the best of my knowledge, that all particulars given in this participation form are true and correct.

__________________________                                                       _________________________             

      Name and Designation                                                                            Signature and Date



	Endorsed by :                                                                                     

(CEO or equivalent)

__________________________                                                       _________________________             

      Name and Designation                                                                            Signature and Date



	Company Name :



	1st Person to contact for site audit:

Tel:                         Fax:                          Hp:                               email:

	2nd  Person to contact for site audit:

Tel:                         Fax:                          Hp:                               email:

	The completed form enclosed by a non-refundable $80.00 cheque made payable to 

“NFEC” is to be sent to

The Secretariat

Commercial Premises Committee

National Fire and Civil Emergency Preparedness Council

Central Fire Station

62 Hill Street

Singapore 179367



	The softcopy of the participation form can be found in the NFPC website http://www.nfec.gov.sg.  

The deadline for submission is 15th April 2011.                                 
Note: Documentation and Records has to be produced during the audit.




