MIDLOTHIAN COUNCIL 
JOB SUMMARY
Section 1
	
JOB TITLE:  FIRE SAFETY ADVISER
	
POST NO(S): 

	
JOB FAMILY: Para-Professional & Technical 4 – Grade 7

	
SECTION/UNIT: Risk, Safety & Civil Contingencies Team

	
DIVISION: Finance & HR

	REPORTING TO:  Risk, Safety & Civil Contingencies Manager

	REPONSIBLE FOR: NONE

	JOB PURPOSE:

To ensure that Midlothian Council complies with the duties in the Fire (Scotland) Act 2005 and Fire Safety (Scotland) Regulations 2006 by developing effective fire prevention strategies for all Council premises.

Advise managers/heads of establishment of practical fire control measures which should be taken to protect life and property risks.


	MAIN DUTIES:

Review the Council's current fire safety arrangements and further develop these arrangements to fully reflect the Council's legal obligations under the Fire (Scotland) Act 2005 and Fire Safety (Scotland) Regulations 2006 by:

· developing a programme of fire risk assessments of Council premises designed to assess fire risk and produce, in accordance with local management, suitable and sufficient fire safety documentation;

· updating and embedding policy/documentation/record systems and other management systems needed to prove compliance with legislation;

· keeping the Council appraised of the progress of the project; including preparing costed estimates) and develop a programme of remedial measures.   

· auditing and proposing necessary recommendations including building alterations, to ensure that Council premises are provided with fire control systems (such as portable appliance testing, fire alarm and detection systems and fire fighting equipment checks) which comply with appropriate legislation and/or best practice;

· developing a forward plan for the completion of Fire Risk Assessment (FRAs) of all Council  establishments in Midlothian in conjunction with the Health & Safety team and appropriate senior officers from Facilities/Construction, Commercial Services;

· undertaking FRAs, as required by the Fire (Scotland) Act 2005 and Fire Safety (Scotland) Regulations 2006, in accordance with the agreed plan, in conjunction with the local head of establishment/responsible person and other relevant staff; 

· preparing FRA reports to identify fire risk, to include recommendations for action and, where appropriate, identify resources required, in order to comply with the Fire (Scotland) Act 2005 and Fire Safety (Scotland) Regulations 2006.

Provide suitable training for 'responsible persons' to equip them to carry out and maintain FRAs and practical fire safety training and advice to other Council staff.  Where appropriate, arrange for the delivery of staff training from a third party. 

Liaise between the Fire Authority, Building Standards and other bodies as required providing professional advice and drawing up fire risk action plans.

Develop a plan to communicate and educate staff in Council premises regarding their statutory duties in relation to FRA and design the necessary process and procedures to ensure that all staff receive appropriate training to carry out their responsibilities.

Establish effective administrative procedures and documentation to enable FRAs to be easily understood; ensure that the process is incorporated into the annual property maintenance plans of establishments and raise the awareness of the importance of FRA amongst managers and all other staff.

Report on a regular basis to the Risk, Safety & Civil Contingency Manager and attend meetings with divisional senior management to report findings and progress fire safety issues arising from FRAs.

Any other appropriate duties identified by the Risk, Safety & Civil Contingency Manager.


	KNOWLEDGE:

It is essential that the Jobholder is a corporate member of the Institute of Fire Engineers (IFE) and in addition s/he must hold a fire risk assessment qualification allowing access to the IFE Register of Fire Risk Assessors and Auditors. 

Basic keyboarding skills and understanding of Microsoft database, spreadsheet and word processing applications are also essential, as is a broad experience of Fire Safety at a professional level, including the provision of advice on the technology of fire and practical working knowledge of fire risk assessments.  The jobholder must also be competent in written report writing; able to communicate effectively at all levels; and have experience of working independently to achieve targets.

Experience of training the public or non-professionals in fire risk assessment and the use of CAD and computer packages to progress own workload is desirable.  A period of time would be required once in post to establish contacts and operating protocols.






