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1. INTRODUCTION 

The council is required to review its approach to fire alarm activations (AFAs) within its non-
domestic premises due to the recent Unwanted Fire Alarm Signals (UFAS) policy change 
from Scottish Fire and Rescue Service (SFRS). 
 
The following procedure is intended to offer the duty holder or responsible person for the 
premises guidance to enable them to set out the local arrangements needed to respond to 
unwanted fire alarm signals and to minimise disruption to business from false alarms. 
 
A risk management process and safe system of work has been devised to meet our specific 
needs, as a duty holder, and the requirements of the new SFRS UFAS policy where “call 
challenging” will apply in all workplaces, during operational and non-operational/overnight 
hours. Sleeping accommodation premises are excluded from the policy, such as care homes 
and hospitals. 
 
The process will give guidance on the following scenarios: 

• During occupied/operational hours with Building Manager / Facilities officer or 
nominated person present 

• During non-operational hours 
• A lone Worker process for UFAS investigation during operational hours 

 
It is accepted various circumstances exist within the different types of Council buildings 
therefore there are four key elements of work that need to be completed at a local level after 
reviewing the EDC UFAS procedure. This local level work should be conducted by the Duty 
Holder/Responsible person in control of premises, in conjunction with Facilities 
Management staff where applicable. 
 
These are: 
- Adapt the process to suit your building and complete Appendix 1 UFAS Procedure 
- Identify persons that will undertake the investigation process (please include all persons 

covering for any type of absences such as annual leave, medical emergencies, etc.) 
- Undertake EDC UFAS training and training at local level – for your building 
- Display all information required such as fire alarm panel information sheet. 

 

2. SCOPE 

This procedure applies to all East Dunbartonshire Council premises, operational and non- 
operational. This procedure is in line with East Dunbartonshire Council’s Fire Safety Policy 
2023 and SP29: Duty Holder Procedure. 
 

3. ROLES AND RESPONSIBILITIES 

3.1 CHIEF EXECUTIVE, DEPUTE CHIEF EXECUTIVE, EXECUTIVE OFFICERS, 
SERVICE MANAGERS 

The East Dunbartonshire Council (EDC) Chief Executive has ultimate responsibility for 
health and safety and for making sure that a risk assessment process is undertaken to 
identify potential hazards to employee health and safety and anyone who may be affected 
by their undertakings, including a fire hazard. 
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It is important to acknowledge that the Chief Executive’s responsibilities are shared, in that 
the Depute Chief Executive, Executive Officers and Service Managers will be responsible 
and accountable within their areas of responsibility for appointing duty holders and 
responsible persons in control of premises and requiring all persons involved in the UFAS 
investigation process to be trained accordingly. 

 

3.2 EXECUTIVE OFFICER – ASSETS AND FACILITIES 

The Executive Officer – Assets and Facilities has a delegated responsibility for making sure 
this Management Procedure is implemented in respect of premises under the control of or 
otherwise, occupied by council employees.  

The Executive Officer – Assets and Facilities must ensure the following:  

- Adequate resources and competent person(s) are allocated to support the 
implementation of this Management Procedure and relevant associated Health and 
Safety and Fire Safety legislation. 

- Duty Holders and Nominated person(s) are supported in the implementation of the 
measures of this Management Procedure to comply with relevant Health and Safety 
legislation through adequate instruction, information and training as well as relevant 
equipment for the purposes on UFAS investigation and raising the alarm in the case of 
fire. 

 

3.4 ESTATES TEAM 

The Estates Team holds specific Duty Holder responsibilities as manager of the Council 
estate and will therefore support Duty Holders and other nominated persons with control of 
premises to fulfil their fire safety responsibilities.   

Estates Management Surveyors will be responsible for tenanted buildings with information 
on our UFAS procedure made available to tenants as well as local level information for the 
building. 

 

3.5 FACILITIES MANAGEMENT TEAM 

The Facilities Management Team holds specific Duty Holder responsibilities as the on-site 
manager of operational buildings, where they have a presence.  

 

3.6 CUSTOMER SERVICE RECEPTIONISTS - COMMERCIAL BUILDINGS 

The Customer Service receptionists are the nominated persons to undertake UFAS 
investigation procedure for commercial tenanted buildings, where present. Buildings with no 
customer service receptionist presence will be managed by tenants locally and Estates 
Management Surveyors. 

 

3.7 HEALTH AND SAFETY TEAM 

The Health and Safety Team will advise the management in fulfilling their duties in regards 
to the implementation of this Management Procedure and associated regulations and 
guidance. 
 
In respect of this procedure, the Health and Safety Team shall:  
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- Undertake the Fire Safety Risk Assessment (FSRA) for the premises  
- Work with Duty Holders and other responsible persons with control of council premises 

to provide feedback about actions and control measures that may need to be taken to 
prevent harm and protect employees in respect of UFAS procedure and to close any 
outstanding actions in the FSRA. 

- Advise the Executive Officer, Manager and Team Leaders in fulfilling their fire safety 
duties under UFAS investigation procedure. 

- Provide and reinforce training and education on UFAS procedure.  
- Monitor the compliance with this management procedure and the associated regulations 

and guidance by carrying out periodical audits and inspections and issuing subsequent 
reports detailing any possible gaps or issues that need to be addressed.  
 

3.8 DUTY HOLDERS AND NOMINATED RESPONSIBLE PERSONS 

The Council, in its capacity to nominate one or more competent persons to assist in 

undertaking measures necessary to comply with fire safety regulations will appoint Duty 

Holders to each premises (or nominate other responsible persons with control of premises) 

to fulfil their fire safety responsibilities under UFAS Procedure. 

Duty Holders and other nominated responsible persons, in conjunction with Facilities 

Management staff where applicable, will complete key elements below: 

- Adapt the general process to suit your building and complete Appendix 1 UFAS 
Procedure for the building 

- Identify persons that will undertake the investigation process at local level (please 
include all persons covering for any type of absences such as annual leave, medical 
emergencies, etc. and non- standard operational hours such as lets and after school 
clubs) 

- Keep a local record of nominated trained persons 
- Undertake EDC UFAS training and training at local level – for your own building 
- Display all information required such as Fire alarm panel information sheet. 
- Ensure that local procedures are updated to reflect any changes to the management 

procedure. 
 

3.8.1 Selecting persons for UFAS investigation 

Persons selected to take on the UFAS investigation, going forward designated as 
“Nominated person” should have a good working knowledge of the layout of the 
building and be physically able to access all areas of the building during an 
investigation. 
 
There is no expectation that those undertaking investigation duties will undertake any 
fire-fighting activities. However, Fire extinguisher training is available on request at 
Health.Safety@eastdunbarton.gov.uk and most Facilities Management staff have 
been trained. A good understanding of how extinguishers work is helpful in the unlikely 
event it has to be used to secure escape from a building. 

 

4. TRAINING  

Training required under the Fire Safety Policy will continue to apply:  
- Fire Safety Awareness training (local) provided by the Duty Holder, and/or alternatively; 

Fire Safety Refresher available on EDC Moodle 

mailto:Health.Safety@eastdunbarton.gov.uk
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- Fire Warden training (only assigned Fire Wardens) 
- Duty Holder training (only Duty Holders and nominated responsible persons, including 

Fire Warden Coordinator) 
- EDC UFAS Procedure, available on the Hub and Employee zone (only Duty Holders 

and nominated responsible persons). 
 
Duty holders must ensure there is local training on the fire panel and its use for UFAS 
investigation, ensuring an adequate number of additional persons have been trained in the 
role of nominated person to facilitate an effective response to unwanted fire alarm signals. 
A TBT49 has been developed and could be used to train and record training at a local level. 
 
Local training should include: 

 
- The interpretation of information displayed on the fire alarm panel 
- Disablement of fire alarm panel/reset of panel 
- The use of two-way radios and other relevant information as set out in the local 

arrangements document.  
- The layout of the premises and any special arrangements for access to specific areas 
- The fire protection measures in the premises, including any active fire protection 

measures that may come into effect on operation of the fire alarm system 
- Any special fire hazards within the premises (e.g. presence of gas cylinders) 
- Any hazards associated with fire suppression systems in the building 
- Training and information may also have to be provided to other tenants in the building 

and/or to third parties who may respond to alarm activations  
- A record of all trained persons 
 

5.0 COMMUNICATIONS  

5.1 COMMUNICATION BETWEEN THE NOMINATED PERSONS UNDERTAKING 
UFAS 

A reliable method of communication should be established to enable effective 
communication between the Nominated persons undertaking the investigation and Duty 
Holders or delegated nominated persons.  This may be achieved by two-way radios or 
mobile phones. In some of the smaller buildings this may well be achieved by simply 
shouting. 
 
The most suitable and reliable form of communication must be selected taking into account 
areas of the building where there may be poor mobile and radio reception. Details of the 
communication method and areas of poor signal should be provided in the local 
arrangements document, UFAS Procedure in Appendix 1. 

 

6.0 CONSIDERATIONS 

6.1  AREAS OF PARTICULAR FIRE RISKS 

Areas of special fire risks include kitchens, chemical storage rooms, plant rooms, boiler 
rooms, rooms where gas cylinders are stored and electrical rooms etc. A list of these areas 
can generally be found in the building layout and Fire Safety Risk Assessment for the 
premises. Any specific details of these areas will be established in Appendix 1 UFAS 
Procedure and made known to the nominated persons during local training. 
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6.2  EXTERNAL INVESTIGATIONS 

Depending on the size and layout of the building it may be possible to conduct an 
investigation into an unwanted fire alarm signal from the outside of the building rather than 
from the inside. This will generally be possible in smaller, single or two storey buildings 
where areas under investigation can be viewed from the outside of the building. This form 
of investigation will also be default during out of hours Callout Team process.  

 

6.3 LONE WORKING WHILE INVESTIGATING UFAS 

A Lone worker process has been devised for those undertaking the UFAS investigation 
alone, whether the building is occupied at the time or not. This will depend on the type of 
premises, usually smaller building that will allow this process to take ace safely and without 
added risk. Lone Worker process is embedded in 7.0 Process – How to investigate a Fire 
Alarm signal.  
 

6.4  FIRE WATCH PERIOD 

There may be instances where a “fire watch period” is utilised in which the nominated person 
investigating UFAS alone waits outside the building for a period of time to observe if there 
are obvious signs of fire. The precise details of the arrangements for dealing with unwanted 
fire alarm signals should be set out in the UFAS building procedure. This could be for areas 
with no access for checks to be carried out, like ceiling voids. Where detectors activate in 
this zone, there is no way of checking, unless there are indeed obvious signs of fire. 

7. PROCESS - HOW TO INVESTIGATE A FIRE ALARM SIGNAL 

This process is based on a “Safety First” approach and at any time if the person investigating 
an alarm signal feels unsafe or, there are other signs that lead to believe there might be a 
fire currently not stated in the process, they must evacuate immediately and call 999. 
 
If a fire has been discovered by someone who has evacuated the premises this information 
must be passed by radio to the Building Manager/Facilities Officer or other nominated 
person carrying out the investigation. At this point the investigation can be called off and 999 
should be dialled. 
 
The investigation can be called off/not started for other reasons, mainly:  
- Where nominated persons (or other persons) are able to confirm signs of fire. This 

information should be passed on during the 999 call. 
- Where a manual call point has been activated accidentally and a Fire Warden or other 

member of staff is able to pass on the information to the person undertaking the 
investigation via hand held radio from Duty Holder or other delegated responsible 
person. 

- Sprinkler system is activated, more than one detector activated in one zone. 

See Appendix 3 for Secondary Schools managed by Dalkia 

 

7.1  OPERATIONAL HOURS/OCCUPIED PREMISES 

➢ Fire Alarm activates 
➢ ARC is notified – 25 minutes to escalation process starts 
➢ Premises is evacuated according to evacuation plan 
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➢ Nominated persons obtain handheld radios and test (One for Duty Holder or 
delegated responsible person and the other Building Manager/Facilities Officer or 
other nominated person who has been trained in UFAS). 

➢ Nominated person report to fire alarm panel and establishes zone indicated  
➢ Nominated person dons ear defenders 
➢ Nominated person informs outside radio they are going to investigate inside building 
➢ Nominated person proceeds to zone indicated, to investigate. The aim is to sweep 

the building in a methodical manner working towards the exits if possible.  
 

If at any time the nominated person feels their own personal safety is compromised, 
they should evacuate to the assembly point and inform the outside radio to dial 999. 
Personal safety of individuals, through continual dynamic risk assessment, is the 
priority in this process.  
 

➢ Lifts should not be used. 
➢ Outside radio should be informed if the nominated person changes floor level or 

enters another compartment.  
➢ When you investigate, use your senses. 

o Look for smoke or smell of smoke 
o Listen for unusual crackling noises 
o Is it unusually hot? 

➢ Remember you are looking for signs of a fire, not a fire itself 

 
 
Before going through doors, the following procedure should be adopted: 
 
Door Procedure: 
 
Check door for heat. This can be done by using the back of the hand against the door to 
feel for heat. Feel the handles as well. This will indicate a possible fire behind the door.  
 
Check which way the door opens. Toward you or away from you. This can be checked by 
looking for hinges. If you can see hinges it generally indicates the door opens toward you. 
If you cannot see hinges this generally indicates the door opens away from you.  
 
Door opens toward you: Stay low and come to the hinge side of the door. The door will 
protect you in the event of a reaction. Place the foot nearest the door about six inches from 
the door. This acts to block the door should there be an extreme reaction. Take control of 
the handle and “crack” the door. If there is no reaction (fire, heat or flames) take a quick 
look inside the room you are preparing to enter including the floor area. If there is no sign 
of fire it is safe to enter and continue. If there is evidence of fire it can be extinguished if 

If you are investigating ALONE and there is no one taking second handheld radio: 
• Once at the alarm panel, check the zone and leave the building to do a 360° of 

the building, especially checking the zone from outside.  
• Go back to the panel and check it is still showing only one zone activated.  
• Do a dynamic risk assessment: depending on the size and complexity of the 

building – IF YOU FEEL UNSAFE PHONE THE FIRE SERVICE or ERC 
• Phone ERC and advise you are investigating an alarm activation and you are 

doing so alone - lone worker process open - 5 MINUTES OPEN 
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small enough however if it is any larger than a wastepaper basket shut the door and radio 
to outside to dial 999. Evacuate yourself from the building by the nearest exit and report to 
fire assembly point.  
 
Door opens away from you: Stay low and take shelter on the opposite side of the hinge 
side of the door. Effectively you will be protected by the wall with the door handle close to 
you. Using the wall as protection “crack” the door. If there is no reaction (fire, heat or 
flames) take a quick look inside the room you are preparing to enter including the floor 
area. If there is no sign of fire it is safe to enter and continue. If there is evidence of fire it 
can be extinguished if small enough however if it is any larger than a wastepaper basket 
shut the door and radio to outside to dial 999. Evacuate yourself from the building by the 
nearest exit and report to fire assembly point.  
 
➢ Investigate the area indicated by the fire alarm panel  
➢ If no fire is found/false alarm, inform outside and ask them to standby.  

➢ Nominated person returns to main fire alarm panel and resets fire panel.  
➢ If fire panel resets, inform outside and reoccupy the building. Remember to inform 

the ARC. 
➢ Record in Fire Logbook and inform Health and Safety of incident.  
➢ If fire alarm panel does not reset, further investigation may be carried out however if 

there are any doubts dial 999.  
 

  

If false alarm activation, phone back advising of UFAS – lone worker process closed 
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7.1.1 Flowchart: Operational hours with a BM or Nominated person present 
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7.2  NON- OPERATIONAL HOURS/UNOCCUPIED PREMISES/PARTIALLY 
OCCUPIED 

 
➢ Fire alarm actuates 

➢ ARC will be notified immediately 

➢ The ARC will notify the Emergency Response Centre 

➢ The Emergency Response Centre will notify the Call Out Team 

➢ The Call Out Team will respond in teams of 2 – in no circumstance will enter the 

building until both present – although the exterior of the building should be checked 

and if any sign of fire, then dial 999 

➢ Call Out Team will ensure that they have handheld radio and test to ensure they are 

sending and receiving 

➢ Call Out Team don ear defenders 

➢ Call Out Team reports to fire alarm panel 

➢ One member of the Call Out Team to investigate the zone/area that is shown on the 

fire alarm panel to find the detector head(s) that has been actuated whilst the other 

member stays at the fire panel 

➢ If fire is discovered, either tackle with a fire extinguisher if safe to do so OR, close the 

door, evacuate and dial 999 

➢ If person’s safety is compromised, or evidence of fire, they should evacuate premises 

and contact the other Call Out Team member to contact 999 

➢ If there is no fire discovered, radio to other member and attempt to reset 

➢ If fire alarm resets and no evidence of fire, the Callout Team can lock up the premises 

OR, allow persons to re- enter the building, if it was still occupied. 

➢ If the fire alarm panel doesn’t reset, further investigation may be carried out.  

However, if there is any doubt, dial 999 

 

7.2.1 Partially Occupied premises 

There are circumstances where a building will come under non-operational hours 
although persons or groups might still be using the building regularly, such as EYCs and 
Primary schools after 4pm. Operational hours have been assessed per building type and 
use, and hours vary. Duty Holders should check the operational hours for their building. 
This has been done to support non-FM employees’ safety who will not normally carry out 
the UFAS investigation. 
 
If a building is under non-operational hours, which vary according to building type and 
use, but there are people trained in UFAS present, the UFAS investigation could be 
undertaken and Callout team de-escalated by contacting ERC or Callout team (if after 
5pm) after investigating. 
 

7.2.2  School and Public Holidays 

Non-Operational hours will apply during school and public holidays 
 
If not connected to the ARC, the alarm will be reset in the morning OR, if a member of 
the public wishes to report the alarm during non-operational hours, the external sign with 
emergency number can be contacted. 
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7.2.3  Non-operational hours Flowchart 
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8.0  RE-ENTERING PREMISES  

There will be occasions when the nominated person investigating UFAS will find no signs of 
fire. Whilst this will be taken by many as enough to permit reoccupation of the building, the 
Duty Holder or delegated responsible person may seek further reassurance. 
 

This reassurance will be sought from the Building Manager, Facilities Officer or nominated 
person who carried out the UFAS investigation. Where a single nominated person and lone 
worker call has been used, then a Fire Watch period can be considered for reassurance, 
normally no less than 20 minutes, as defined in the UFAS Procedure for Building. 
 
It should be noted that on some occasions an internal investigation may not be possible for 
a number of reasons, e.g., lack of knowledge about a building, access to certain areas not 
possible or support calls cannot be established etc., on such occasions an external 
investigation and a fire watch period may be all that can be utilised. 
 

9.0  MONITOR AND REVIEW  

As part of the EDC Health and Safety Management System, the EDC Health and Safety 
Team will conduct regular audits and inspections to monitor the implementation of this 
management procedure.  

The EDC Health and Safety Team will review this management procedure every 6 months 
from the date of implementation or sooner as a result of any changes to staff feedback, 
policy change or some other event i.e. a major incident or accident.  

The EDC Health and Safety Team will provide feedback in the form of a report following any 
audits and inspections. When necessary the procedure will be amended and reissued with 
an updated version number.  

All Duty Holders must ensure that local procedures are updated to reflect any changes to 
the management procedure. 
 

10.0 REFERENCES 

HSE Guidance and Regulation 

• Health and Safety at Work Act 1974  

• Fire (Scotland) Act 2005  

• The Management of Health and Safety at Work Regulations 1999  

• Fire (Scotland) Regulations 2006 also applies. 

East Dunbartonshire Council: Health and Safety Policy / Procedures 

• HSP03 Fire Safety Policy 2023 

• SP29 Duty Holder Procedure  

East Dunbartonshire Council: Health and Safety Forms 

• HS1a Health and Safety Accident/Incident/fire alert form 

• HS1b Health and Safety Near miss form 
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Appendix 1 

Building UFAS Procedure 

Name of Premises 
 
 

Address of Premises 
 
 

Name of Duty Holder 
and/or delegated 
responsible person 

 

Building Manager/ Facilities Officer present Yes                  No  

Classification of 
Property (Tick as 
appropriate)  

Small Property    Medium Property   Complex/Large Property  
 

Classification of property: 
A small/simple property: a single storey building with no more than 10 rooms in total. 
A medium property: a single or two storey building with more than 10 rooms in total. 
A complex/large property: a building with three or more storeys with more than 15 rooms in total. 

Provide details below 
of how and when the 
building is generally 
occupied  
This maybe be different from the 
ARC list of operational and non-
operational hours. If a school, 
dies it have after school club, 
lets, etc. 

 

Are there trained persons for all occupancy hours? 
Please consider activities happening after BM/FO or other responsible person has left the 
building/is out the building for any particular reason. If answer is No, review trained 
persons and try to cover all occupied times. 

Yes                  No  

ARC Operational Hours:    
  
 

ARC Non-operational Hours: 

Special Access Risks 
(Gas cylinders, chemical 
stores, electrical cupboards, 
etc.) 

Location Nature of Special Fire Risk 

List of UFAS trained 
Persons and likelihood 
of times they operate at 

Name of Person trained 

Likelihood of time they 
would undertake UFAS 

investigation if required to 
do so. 

 

Fire Alarm 
panel 
familiarisation       
 
Information              
received on  
special 
access risks 
 
Zones layout 
plan 
 
How to use 
radio comms 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  



 
                       

SP No.44 Rev No.02 Date: August 2023 Page 16 of 19 

 

UFAS Procedure for NAME OF BUILDING 
 
Training of Nominated Persons 
 

Name of Person – UFAS training Date Trained and Signature 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Safe Investigation of Unwanted Fire Alarm Signals  
Outline the arrangements for the investigation of unwanted fire alarm signals when the building is 
occupied e.g. add any details particular to this building that deviates from generic process, if any. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Signed ___________________________________ (Duty Holder) Name: ________________________  

Date:   _______________ 

Appendix 1 must be retained and kept together with the Fire Risk Assessment for review by relevant 
enforcement agencies and Council Health and Safety and Fire Safety Officers. 
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Appendix 2 

FIRE ALARM PANEL INFORMATION SHEET 
 

 
NAME OF BUILDING 
ANYTOWN DRIVE 
TOWN 
POST CODE 
 
TEL NO – 0141-0141-0141 
 
 
TO RE-SET FIRE ALARM  
 

• Turn the key 

• Insert code **** 

• Press “silence” 

• Press “Re-set” 

• Return key to  
operational position 

 
 
TO SILENCE FIRE ALARM 
  

• Turn the key 

• Insert code **** 

• Press “silence” 
 

IF FIRE OR SIGNS OF FIRE IS DISCOVERED 
AT ANY POINT DIAL 999 
 

FOR FALSE ALARMS USE PROCESS BELOW 

s 
 
 
 
 
 

  

SAMPLE 
 

PLEASE 
INSERT YOUR 
OWN INFO 
FROM YOUR 
PANEL 
DELETE THIS 
BOX AFTER 
COMPLETING 

ARC 
ALARM RECEIVING CENTRE 
 

0344 879 1770 
(then Option 4) 

 
Password 

“EDCFIRE” 
 

ERC 
EMERGENCY RESPONSE CENTRE 

24hs 

 

0300 123 4510 

CALL OUT TEAM 
 

KIRKINTILLOCH, LENZIE, MOC, 
LENNOXTOWN, TWECHAR 

 

07795 256 982 
 

BEARSDEN, MILNGAVIE, 
BISHOPBRIGGS, BALDERNOCK, 

TORRANCE 

07827 821878 

 

 
Check zone 
of 
activation 
on fire 
panel 

Investigate 
activation 
 

Use Lone 
Worker 
process if 
necessary   

 
reset  
panel 
as 
above 

 
Allow 
people to 
re-enter 
building 
 

Phone the 
ARC during 
opert. 
hours 
ERC after 
4pm  
 

If more than 
one detector 
activates in 
same zone, 
dial 999 and 
do NOT 
investigate  
 

Evacuate 
and wait for 
Fire Service 

ONLY during OPERATIONAL 
hours Notify ARC before 25 
minutes after alarm to stand 

down escalation 
 

ONLY during NON-
OPERATIONAL hours Notify 

ERC immediately after 
investigation to stand down 

Callout Team coming to assist 
you. 

 

Open  
Lone 

Worker 
Process 

 

Phone  
ERC 

 

RECORD UFAS in Fire Log book 
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            Appendix 3 

UFAS Procedure for Secondary Schools managed by Dalkia 

 

EDC secondary schools where the building is managed by Dalkia should aim to follow the process 
described in the above procedure with slight amendments as follows:  
 
Appendix 1 must be completed by each school to ensure all times/instances when the building might be in use 
or have persons present within are accounted for, including any additional hours such as Parents Evenings 
and other special events. 
 
It should indicate the names of those responsible and trained in the process. 
 
Handheld radios (4 per school) should be charged daily, docking station area to be agreed locally. A suitable 
location would be Dalkia’s onsite office, however this could be arranged locally. Once the radios have been 
received, comms and signal should be trialled to make sure it reaches throughout the building. If there are 
weak spots, for FM BM to be aware of this. 
 
Radios should be tested every day at start of day by EDC FM and Dalkia staff. The devices can be carried 
around through the day. 
 
Nominated persons for Education are Head Teacher, Depute Head Teacher (where required, other delegated 
responsible persons from senior leadership team that are UFAS trained).  
 
The process assumes staff are able to use a mobile phone to call the Fire Service from assembly point. 
 
At any point if there is fire or signs of fire, 999 must be dialled immediately, by anyone discovering it. 
 
 
School day 
When the fire alarm sounds, School Emergency Evacuation / Fire Safety Instructions should be followed as 
normal. Each school has their plan available. Evacuation time should be kept at 3 minutes or less. All persons 
except EDC FM BM and Dalkia staff should be evacuated to the assembly point. 
 
FM and Dalkia staff report to panel. Dalkia staff in addition, get a notification of the area of activation through 
a pager system. The alarm panel displays both, zone and room number where applicable. 
 
Once the zone of activation and room number has been established, EDC FM staff will carry out the 
investigation as per training received. EDC FM BM will communicate via radio with Education’s Nominated 
Person managing the pupils and staff at the assembly point, and with Dalkia staff located at fire alarm panel. 
If a fire has been discovered by someone who has evacuated the premises this information must be 
passed by radio to the Building Manager. At this point the investigation can be called off and 999 
should be dialled. 

 
The investigation can be called off/not started for other reasons, mainly:  

- Where persons are able to confirm signs of fire. This information should be passed on as soon as 
possible or when arriving at assembly point where HT/DHT are able to call off investigation via radio 
and dial 999 for the Fire Service to be summoned. 

- Where a manual call point has been activated accidentally and a Fire Warden or other member of staff 
is able to pass on the information to the HT/DHT, who will call off investigation and check this manual 
call point. 

- Sprinkler system is activated, more than one detector activated in one zone. Dalkia staff at alarm panel 
can let FM BM know via radio that this has occurred, and both should evacuate the building and call 
the Fire Service. 

 

999 should be dialled immediately by Nominated Persons or by any staff who has 
confirmed fire and/or signs of fire and/or activated the alarm manually.  
 
Once the investigation has concluded, EDC FM BM will pass on information to Dalkia staff and Education staff 
to stand by, no fire or signs of fire confirmed. Dalkia staff are now able to reset the alarm panel.  
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If fire alarm panel resets, FM BM can give the All clear for re-entering the building. 
If the reason for activation has been determined and rectified, this should be logged in the UFAS section of 
the Fire Log book. If the reason for activation is not established, inform Dalkia staff who might want to 
investigate further or arrange an engineer call. 
 
 
Evenings during lets and clubs and Early morning before pupils and staff arrival  
When Education staff and/or pupils are not present, FM BM and Dalkia staff will be undertaking the process 
maintaining communication throughout process via radio. Where there are EDC FM cleaning staff, they must 
evacuate the building at the assembly point until alarm is investigated. FM BM will walk to assembly point and 
give the All clear to staff for re-entering the building. 
 
Lets are advised, through the booking process, of fire safety measures and it is the responsibility of the 
organisation or person who made the booking to have procedures in place for safe evacuation and account 
for all persons in their group/booking. EDC FM BM present during the week will undertake investigation as 
paragraph above.  
 
 
Dalkia staff only 
Where Dalkia staff is the only delegated responsible person on site, they will follow Dalkia procedures for 
UFAS, leaving the building after establishing area or zone of activation from fire alarm panel, checking from 
outside if there are signs of fire and resetting the alarm panel. The decision for further investigation after 
resetting panel will be a local decision based on dynamic risk assessment. 
 
 
Lets during weekends 
Dalkia staff will follow their UFAS procedures as above. All persons inside the building must evacuate the 
building to the assembly point as it is the responsibility of the organisation or person who made the booking to 
have procedures in place for safe evacuation and account for all persons in their group/booking. 
 
If an activation occurs, Dalkia staff on site must call EDC Callout Team to undertake any checks inside the 
building where required. Re-entering the building for the let groups will be allowed after the Callout Team has 
carried out checks although this might be that the fire alarm has already been reset by Dalkia. The Callout 
Team will allow lets to re-enter the building. 
 
 

 

 
CALL OUT TEAM 

 

KIRKINTILLOCH HIGH, ST NINIANS 
HIGH SCHOOL 

 

07795 256 982 
 

BEARSDEN, DOUGLAS, 
BISHOPBRIGGS ACADEMY, 
TURNBULL HIGH SCHOOL 

07827 821878 

 

 
5pm to 7am 

 

07795 256 982 


