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JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title:                                                 Area Fire Safety Advisor

Responsible to:                                      Senior Fire Safety Advisor

Directorate(s):                                         Directorate of Corporate  Support Services

                                                                (Estates Department)

Job Reference:

No of Job Holders:                                  2
Last Update:                                           31st October 2018



	2.  JOB PURPOSE- 

	The post holders are responsible for the provision of specialist fire safety advice, guidance and instruction in both a legislative and technical context, to NHS Ayrshire and Arran on all aspects of Fire Safety Management. , 
The Fire Safety Advisors will develop and implement appropriate strategies to deliver and review Fire Risk Assessments and Fire Safety Management systems throughout NHS Ayrshire & Arran. They will undertake Fire Safety Audits, report on fire safety performance indicators and will advise and report on policy matters to ensure that NHS Fire Safety Policy is being implemented Pan NHS Ayrshire & Arran.

The post holders provide specialist advice on best practice to enable the organisation to discharge their Fire Safety responsibilities and will maintain a close liaison with all inspecting authorities in particular the Scottish Fire & Rescue Service.

The post holders will plan and co-ordinate the delivery and maintenance  of a Fire Safety training programme and will be responsible for developing and maintaining a comprehensive Pan Ayrshire  flexible service, which meets all future needs and requirements of NHS Ayrshire & Arran. They are responsible for recording training data, fire drill records and fire risk assessment data, to be used in a variety of reports as part of any Fire & Rescue Service Audit.


	3. DIMENSIONS- 

	To ensure that all staff have completed their mandatory fire safety general awareness training annually, where failure to comply, could leave NHS Ayrshire & Arran vulnerable to prosecution
Postholders remit is  Pan Ayrshire service covering: 

All staff – Fire Safety General Awareness training, Learn Pro Fire Safety Module, walk through talk through procedures and annual Fire Drills.
GP Surgeries

Acute sites 
South Ayrshire Health and Social Care 

East Ayrshire Health and Social Care

North Ayrshire Health and Social Care 

Community Health Centers 
Rural Areas such as Islands of Millport & Arran 

Guidance and advice for the following specialist areas:

Specialist Fire Safety Training                                          
Fire Safety General Awareness Training                                      
Fire Drills
Walk through, talk through procedures                                                                           
Fire Risk Assessments
Fire Evacuation Procedures                                                    
Working on Fire Service Audits / Compliance Issues        
Updating and Maintaining Databases
Reporting on Fire Safety Key Performance Indicators                                
Creation of Policies and Procedures
Building Standards and Fire Regulations for new build and alterations to premises      


	4.  ORGANISATIONAL POSITION- 
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	5.   ROLE OF DEPARTMENT- 

	     The Directorate is responsible for delivering the following services on an organization wide basis NHS Ayrshire and Arran.
· Efficient and effective Digital Services to drive transformational change 

· Managing developing and maintaining NHS Ayrshire and Arran’s healthcare estate, including energy management, fire safety, health and safety and ensuring compliance with all statutory standards and working practices

· Property Services including estates master planning asset management disposals, acquisitions, leases and rating valuations

· Delivering safe, effective and efficient facilities to provide the highest possible standards and quality of care to patients

· Planning and delivering the Boards capital programmes and projects and providing project management support, guidance and professional advice.

· Delivery of effective and efficient Clinical Support Services including portering, domestic, catering, grounds maintenance, transport security, waste disposal and decontamination services.

· Procurement and supply chain services.




	6.  KEY RESULT AREAS

	1. The post holders will develop fire policies, strategies and procedures.

2. Assist in the undertaking the fire risk assessment process for each premises, maintaining an on-going     review programme, ensuring that all premises requirements are updated as required, including identifying dangerous practices.  They have the authority to act to reduce these risks to the building users.

3. The postholders will undertake walk through, talk through procedures for In-Patient areas and fire drills for all other areas. Ensuring that accurate, robust fire training records are maintained and available for Fire & Rescue Service audits. During the audit process of the fire risk assessments, postholders will demonstrate awareness of any changes to current Fire Safety Legislation and other fire safety developments and advise Duty Holders accordingly. They will create and update records of all fire incidents and ensure that fire reports are prepared and recorded.

4. Responsible for the creation and implementation of NHS Ayrshire and Arran Fire policies and procedures, influencing a behaviour change and practice through promotion of these fire safety procedures and policies. 
5. Postholders will design, research, develop and deliver formal and informal training including induction, specialised workshops / courses, Equality Act 2010 requirements i.e. Personal Emergency Egress Plans (PEEPS), Statutory and Mandatory refreshers to staff at all levels, to educate and develop their understanding of fire safety legislation and risk management. This includes carrying out induction/fire training for contractors.
6. Create and maintain user friendly readily accessible training support materials via various differing training media and methods, to suit the wide range of learning styles within NHS Ayrshire & Arran. Obtain and use feedback from all staff to ensure training meets individual and organisational needs, and service delivery requirements. 
7. Expand own knowledge and understanding of Fire Safety issues/Legislation, transcribing this specialist knowledge. This information can also be accessed via attendance at the NAHFO Conference/ NAHFO Meetings. (National Association of Healthcare Fire Officers) to ensure that NHS Ayrshire & Arran meets its statutory requirements in terms of both the Fire (Scotland) Act 2005 and the Fire Safety (Scotland) Regulations 2006. 

8. Ensure safe use of equipment in a variety of training venues e.g. Fire Fighting Equipment used for demonstration purposes, visual display equipment used to provide the training. 
9. The post holders will advise on the specific and more onerous requirements of patients who are detained for their own safety or the safety of others in a secure environment.

10. The post holders will be responsible for the provision of specialist fire safety advice to all staff within NHS Ayrshire & Arran, from e mails, telephone queries, during fire training, walk through, talk through procedures and fire drills, and as part of the fire risk assessment process. They will witness the effectiveness of the fire drills to ensure that the organisation is able to meet its statutory obligations under the Fire (Scotland) Act 2005 and the Fire Safety (Scotland) Regulations 2006 and recommend remedial action and arrange for accurate records of staff training and fire drills to be kept centrally.

11. The post holders will attend meetings, such as  Health & Social Care Partnerships,  Estates and Capital Planning building construction  project meetings and provide specialist fire safety advice in respect of British Standards and the Technical Handbook for compliance with the Scottish Building Regulations for Healthcare Premises and offer specialist fire safety advice to all stakeholders

12. Deputise for the Senior Fire Safety Advisor, ensuring that the department has an effective liaison with external agencies including Scottish Fire & Rescue Service, Local Authority Building Standards Departments and Building Contractors. The post holders will provide assistance with the creation and maintenance of all fire safety policies and procedures and for the provision of the annual fire safety report. 

13. Attend meetings such as Estates Officer, Monthly/Quarterly Departmental, to ensure that fire safety matters are properly discussed and addressed at both Directorate and Departmental levels. Consulting on an ad hoc basis to ensure fire safety measures are properly reflected in the development of designs for building alterations and works.
14. Consult with the wider design team during project design developments, including Contractors, Architects, Engineers, user groups and others. This includes participation at HAI Scribe meetings.
15. Consult on an ad hoc basis with Building Control Officers, Environmental Health Departmental Officers, Fire & Rescue Service Officers, Health and Safety Executive Inspectors and the local authority Licensing Department in conjunction with other members of staff within the Department. Consultations may be in pursuit of the Licensing of Houses in Multiple Occupation, routine fire audit inspections, inspections under regulations controlling hazardous substances or issues related to building design warrant application.

16. Attend Quarterly NAHFO meetings and the annual NAHFO conference with Fire Safety Advisors from other NHS Organisations to facilitate personal development, and the exchange of experience and information on matters of common interest. (NAHFO – National Association of Healthcare Fire Officers).

	7a. EQUIPMENT AND MACHINERY 

	Personal Computer/Laptop                        

Digital Camera (for investigation/risk assessment purposes)                                       

Audio-visual presentation equipment

Telephone system

Video-conferencing/tele-linking

Mobile phone

Use of own car to move between locations
Photocopier/Printer/Scanner
Office Shredder 

Laminator, Binder, Guillotine,  Smart board, Camcorder, TV, Video, Multimedia, Flipcharts, Display Boards, Portable Screen  
Overhead Projector and laptop 

Firefighting equipment /Fire Extinguishers– to demonstrate use as part of general training. (Weight  14kg) 
Evacuation chair and weighted adult mannequin for training purposes on staircases. Ski 
pads including handling and training of staff in use of ski pads and bariatric Ski pads. (fire 
safety advisors are the key Evacuation Chair and Ski Pad trainers for NHS A & A) for vertical 
and horizontal patient evacuation.
Lifting equipment mechanisms – necessary to have a working knowledge of how this operates and risks associated with it.


	7b. SYSTEMS



	The list below  includes the typical systems that are required to be used as part of the role: 

· Microsoft office software including outlook, word, excel and PowerPoint;

· Internet Explorer for relevant research and access to fire code documentation etc.;

· 3i Fire Risk Manager (NHSS system) for inputting and reviewing all NHSA&A FRAs 
· Shared drives for communal fire sharing;

· e:ESS/Empower (NHSS system) for recording fire safety training and managing the training opportunities that are offered to NHSA&A staff;

· Datix (NHS A&A H&S Incident Reporting System) for fire/alarm incident investigation purposes and the recording of that investigation.
· Empower


	8. ASSIGNMENT AND REVIEW OF WORK 

	The postholder will work autonomously providing specialist advice. Primarily responsible for education/training of all NHS Ayrshire and Arran staff/volunteers and contractors re Fire Safety, the postholder will work within an agreed work plan and will initiate lead key fire project area of work as agreed which impact across the organisation.  

The post holder will be line managed by the Senior Fire Safety Advisor and deputise in their absence
Day to day workload is highly unpredictable although some events are planned.  Constant reprioritising can be caused by a phone call, unforeseen staff interruptions, urgent unplanned meetings, such as adverse events etc.

The majority of the workload is demand led, based on the current and future needs of the organisation and changing Fire Safety Policies/ Legislation and to this end the post holder has total autonomy.  Work is assigned from time to time by the Senior Fire Safety Advisor 

Formal review of progress and development via the appraisal of performance system carried out annually with the Senior Fire Safety Advisor.

	

	9. DECISIONS AND JUDGEMENTS- 

	Work and priorities will be prompted from the Estates backlog maintenance 5 year plan that is operational in association with the Head of Estates and guided by key result areas identified in the project plan, the Fire safety officer will project manage their workload and decide how targets are best achieved.
Responsible for effective time management and identifying additional resources required to complete work.
Challenge decisions made by others if they do not comply with the fire safety legislation or fire safety guidance or cause adverse risk to occupants of an area or neighbouring areas, including escalating issues where required.
To analyse and interpret situations within healthcare settings to assist in undertaking the Fire Risk Assessments and make recommendations on the action plan. A full understanding of the Building (Scotland) Regulations Technical Handbook – Non-Domestic; in order to assess requirements for new premises and Capital Planning projects.

To establish fire evacuation procedures for all premises taking into consideration clinical requirements, Fire Service procedures and the security of premises and equipment.

To complete investigations for fire incidents or fire alarm actuations and identify the causes.

The Fire safety officer will make independent decisions and evidence based judgement 
when recommending action or changes.
Postholder is expected to make decisions often involving sensitive, confidential work-related issues or situations, which require the analysis, interpretation and comparison of a range of options, referrals to appropriate specialists and follow-up to satisfactory completion e.g. In the investigation of incidents reported through DATIX, such as a staff member is concerned by a particular work practice that is not being completed properly and could constitute a fire risk.
Accountable for ensuring the needs of the organisation are adhered to as defined by Fire Safety 
Strategy, NHS Ayrshire & Arran’s Policies & Procedures.  
Central point of contact for Pan Ayrshire Fire Safety advice and guidance 

As the role of the Fire safety advisor is to design, develop, prepare and deliver role and risk specific fire safety training to different groups of staff, in addition to other forms of fire safety training on request, the Fire safety advisor requires developing a thorough knowledge of departmental practices. This knowledge can be obtained through research, however the importance of developing key relationships with staff who work within high risk areas is crucial, so that information can be communicated effectively. Communication includes providing and receiving of complex & sensitive information where persuasive, motivational, negotiating skills are required.  Presenting, advising and instructing to various sized groups, from individual through to conference seminars (1 – 60 people).  Overcoming significant barriers to acceptance, using developed interpersonal and communication skills. 




	10.  MOST CHALLENGING / DIFFICULT PARTS OF THE JOB- 

	The Fire Safety Officer is required to work across the whole of the organisation which will involve liaison with clinicians, senior managers and staff. Awareness and knowledge of fire safety issues and risks may vary in parts of the organisation. Embedding cultural change is likely to prove challenging in a large, multi-disciplinary organisation that requires to balance fire safety recommendations whilst maintaining a healthcare service.

Lateral and creative solutions to obstacles are often required to ensure that healthcare provision is able to be provided in a fire safe environment. This may include conducting Fire risk assessments in areas where patient treatment is ongoing, or advising how remedial fire safety works can be conducted whilst an area is still being utilised.

Due to the varied nature of the role, an unpredictable work pattern can be governed by time specific priorities such as investigating a fire incident, or responding to an adverse event 

The ability to read and interpret technical or complex fire related standards or information (such as Building Regulations) and relaying this to senior managers in a meaningful manner is a challenging aspect of the role.

Provision and development of cost effective, flexible and innovative Fire Safety training programmes for all staff groups including senior management, that influence behaviour change and practice, ensuring that the training meets operational and legislative requirements within a climate of rapid change and limited resources.

Dealing with a range of conflicting needs and priorities from staff at all levels, whilst maintaining motivation and commitment to providing a safe and healthy working environment. 
Responsibility lies with the fire safety advisors to keep up to date with legislation, interpret the legislation and instruct the organisation ensuring a culture of fire safety, encompassing training.  Creating user friendly training, including all language barriers, or learning difficulties are included.


	11.  COMMUNICATIONS AND RELATIONSHIPS


	The varied and diverse role of the Fire safety advisor requires clear and concise communication with all levels of staff across NHSA&A, in addition to external organisations. 

The Fire safety advisor will be required to provide comprehensive fire safety training to staff, and expert specialist advice on all matters relating to fire safety, including interpreting legislation and detailed and/or complex technical information. The nature of communication will vary depending on the circumstances and risk. 
This may include explaining and communicating complex information or ideas to staff including senior clinicians, managers and directors within NHS A&A.

INTERNAL                                                       EXTERNAL
General Practitioners                                        Health Facilities Scotland

           Senior Service Managers                                 General Public

           Community staff                                                Voluntary Agencies/Volunteers

           Hospital staff                                                     Local Authorities

           Finance Department                                         Mental Welfare Commissions

           Estates, Capital Planning & Facilities                Professional Bodies (police, 

           Occupational Health Department                      fire & rescue etc.)

           Health & Safety Department                            

           eHealth  

           Human Resources

           Information Governance          

           Locality Managers

           Team Leaders

           Social Workers

           Staff Side Representatives

           Staff within own responsibility

Internal:

NHSA&A staff including bank staff, senior managers/heads of department, ward/departmental staff, Estates/Capital Planning colleagues, fire safety team colleagues, health and safety/moving and handling colleagues, Nominated Officer (Fire) and Directors. 

Working with health and safety representatives and other safety groups to reduce risk, investigate fire incidents and prevent reoccurrence. This includes producing statistical data and compiling reports from the Datix system.
External:

Contractors/Colleagues that occupy NHSA&A premises but are not employed by the Board, or persons of responsibility that manage non NHSA&A premises where NHSA&A staff are based, including Social Work, and Local Authority/Health & Social Care Partnership staff. 

Scottish Fire and Rescue Service: Regular liaison is required on a range of topics including enforcement enquiries, legislative site audits, post fire investigation and unwanted fire alarm signal reduction.

Police Scotland: Wilful Fire Raising is a criminal act and NHSA&A Policy dictates that all such activity be reported to the Police on all occasions. The FSA will gather information from any NHSA&A fire and produce a report. This could be used as evidence by The Crown Prosecution Service in any criminal prosecution and the FSA may be questioned by the Police or in court regarding this report. Also the FSA can be involved in crime prevention as a result of inspections and Fire Risk Assessments, particularly in areas not commonly accessed.

Local Authority: Including Building Standards and Planning Officers. The role of the Fire safety advisor includes providing professional advice in relation to building works and potential re-design and this will require liaison with Building Standards regarding obtaining warrants if fire strategy is modified;

Health Facilities Scotland: including National Fire Safety Advisor and National Fire Safety Advisory Group professional colleagues. NHS A&A are represented on the National Fire Safety Advisory Group, and any amendments to Fire Code documentation require Fire Safety Advisors to review the documentation and represent the views of NHS A&A by submitting informed professional comments.

 Other NHSS Fire safety advisors through either direct contact or attendance at non mandatory gatherings such as via the National Association of Healthcare Fire Officers (NAHFO);
The mediums of communication used will include: verbal, including training, briefings, meetings, specialist advice, interviewing/information seeking for investigations; written/electronic, including emails, memo’s, action plans, detailed reports, risk assessment preparation, investigation reports; formal presentations; participating in and contributing to meetings at all levels, including internal (e.g. Site, Sector and Directorate level) and external (e.g. SFRS, contractors, Local Authority, HFS), in addition to local/national committees, steering groups, or short life working groups.     


	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB- 

	PHYSICAL EFFORT:

· There is frequent requirement for sitting or standing for a portion of the working day   e.g. delivering/facilitating training sessions or working at an IT station 

· In order to facilitate training the fires safety advisor is often required to set up equipment and arrange seating. Due to the variety of areas used for training the FSA will assess each individual area for its requirements and decide on the provision of the appropriate equipment for the most beneficial learning environment using an equipment collection including patient’s beds, evacuation chairs, training mannequins, fire extinguishers, projector and laptop computer.

· When demonstrating portable firefighting equipment, or fire evacuation equipment, heavy items may require to be physically lifted, pulled, pushed, slid and can involve up and down stairwells. A standard water extinguisher weighs approx 14 kg and an in-situ evacuation session can involve the lifting of at least one whilst dedicated extinguisher training will involve more. 

PHYSICAL SKILLS:

· Standard key board skills 

· Driver/Travel to other NHS Boards’ locations may be required to attend meetings or training seminars on a regular basis
MENTAL EFFORT/SKILLS:

· Frequent concentration during training programmes /presentations. 

· Frequent interruption to deal with queries during training/ office admin via face to face, 

· Telephone, email etc

· Concentration required when facilitating and directing group sessions 

· Frequent intense concentration required whilst cross referencing and consideration of many different documents e.g. legal Acts, standards, guides, regulations, policies, British Standards and a variety of other documents; a FSA can spend long periods of time researching, understanding and quoting from these documents. 

.

EMOTIONAL EFFORT/SKILLS:

· Frequent exposure to indirect staff issues/concerns via delegates whilst training.

WORKING CONDITIONS:

· Accessing/inspecting all areas of the site is integral to the role and may include ascending/descending stairs, and entering a range of spaces including wards, plant rooms, basements, roof access areas and working at height.  This may be a regular occurrence and may involve repetitive action since patient and staff fire safety can be dependant on mobile FSAs witnessing core tasks or hidden issues that may conflict with that safety.

· Office environment




	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB-

	Educated to degree level in Fire Risk Engineering or relevant specialist fire safety management experience, accompanied with Specialist Fire Prevention courses / Fire Safety Modular courses from the Fire Service College i.e. Levels A – E + 5 Modules (Pre 2002) or Levels 1 - 3 + 9 -11 + 5 modules (2002 onwards). 

Specialised fire safety or health and safety qualification (NEBOSH or IOSH) or evidence of understanding of fire, health, safety and environment issues in the workplace. 

A commercial Fire Consultant in the role of Fire Safety Practitioner. 

Experience of working in the NHS or similar multi disciplinary organisation.
Ability to demonstrate actual experience in the application of fire safety. 
Experience in the delivery of fire safety training.

Post qualification accredited CPD (Continuous Personal Development).

Specialised training qualification (e.g. Scotvec, CIPD, and Training for Trainers).

Evidence of training needs identification, design, delivery and evaluation experience, over a variety of disciplines.

Experience in influencing, innovation, facilitation and presentations skills.
Excellent inter-personal and communication skills 

Report writing skills

High standard of computer literacy

Excellent communication skills (verbal, written and IT).

Excellent organisational and time management skills. 

Desirable:

· Corporate Membership of the Institute of Fire Engineers

· Membership of NAHFO (National Association of Healthcare Fire Officers)

· Knowledge & understanding of the application of the Equality Act 2010.




 Area Fire Safety Advisor 


x 2 post holders











Assistant Director of Estates Support Services – Nominated Officer (Fire)








Head of Estates 


Deputy Nominated Officer (Fire)








Senior Fire Safety Advisor





Director of Corporate Support Services 
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