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Job Description: Fire Officer
HMP Bronzefield


















































	Function:
	Safety & Risk

	Position:  
	Fire Officer

	Job holder:
	New role

	Date (in job since):
	n/a

	Immediate manager 
(N+1 Job title and name):
	Safety & Risk Manager 

	Additional reporting line to:
	n/a

	Position location:
	HMP Bronzefield

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	
· To provide professional and technical fire safety expertise within the prison, ensuring compliance with the Regulatory Reform (Fire Safety) Order 2005 and Sodexo, and HMPPS fire safety standards. 
· The Fire Officer will support the Directorate and SLT in maintaining a safe custodial environment for staff, prisoners, and all visitors by leading on all aspects of fire prevention, protection, and emergency response, through proactive fire risk management.
· To ensure compliance with fire safety legislation and policies by providing professional advice, conducting inspections, delivering training and assisting in the implementation of fire prevention and emergency procedures. 
· The Fire Officer plays a key role in maintaining a safe environment for staff, prisoners, service users, and all visitors 





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Act as a fire safety subject matter expert, providing guidance and producing technical documentation
· Manage fire risk assessment programmes, oversee cyclical inspections and remedial works, and ensure compliance data is accurate and centrally maintained.
· Support the delivery of fire risk assessments and fire door inspection programmes
· Assist in the development and monitoring of fire safety programmes, policies, and procedures
· Participate in audits, quality assurance checks and incident investigations to support continuous improvement
· Liaise with internal teams, contractors, and local fire authorities on fire safety matters
· Support in raising awareness and training on fire safety 





	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Assist with ensuring compliance with statutory obligations as prescribed by Regulatory Reform (Fire Safety) Order & H&S at work Act 1974 + Management Regulations and best practice guidelines, encouraging and supporting improvements in fire safety performance
· Undertake Fire Risk Assessments across the HMP Bronzefield site and disseminate the findings of these assessments to the appropriate duty holder.
· Liaise as necessary with the statutory regulators –  HMPPS, HM Inspectorate of Prisons, and external regulators to enable the facilities within HMP Bronzefield to pass statutory inspections.
· Report activities and manage, circumstances, practices and matters that give may rise to serious or imminent risk of injury from fire to staff, students and members of the general public to the Assistant Director SHE and relevant line manager.
· Assist with the maintenance, development and undertaking of formal fire audit and inspection processes to monitoring fire policies, arrangements and practices.
· Assist in arranging office fire inspections, exercises and drills and monitoring rectification of any identified problems or deficiency.
· Maintain electronic records and hard copy fire safety records and filing systems.
· Assist with the investigation, analysis and evaluation of fire and potential fire incidents, fire related dangerous occurrences and near misses and the compilation of statistics.
· Undertaking Fire Risk Assessments and disseminate the findings of these assessments to the appropriate duty holder.
· Supporting appointed external fire risk assessors.
· Assisting with specialised fire risk assessments for work controlled under the COSHH (Control of substances Hazardous to Health) regulations.
· Ensuring that fire risk assessments are transposed to fire risk assessment action plans and all matters are managed to close out within the required timelines.
· To be the local fire expert to provide fire management and guidance to all directorates including assisting with fire requirements for new build, refurbishment and changes to existing facilities.
· Delivering fire safety advice, education and training to HMP Bronzefield staff, contractors and visitors.
· Respond to questions or concerns about potential fire safety problems. This may be oral or written.
· Engage in face to face discussion regarding fire safety matters.
· Providing staff with fire safety guidance as required.




	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
Fire Risk Management
· Carry out and regularly review fire risk assessments for all prison buildings and areas of activity.
· Develop, implement, and monitor the establishment’s fire safety policy and fire management plan.
· Identify and report deficiencies in fire precautions and ensure remedial actions are prioritised and completed.
· Advise managers and contractors on fire safety design and refurbishment works within the establishment.
· Maintain accurate records of inspections, drills, and maintenance in line with audit requirements.
Fire Safety Inspections and Maintenance
· Conduct routine fire safety inspections of cells, workshops, residential units, and service areas.
· Oversee the maintenance, servicing, and testing of fire detection, alarm, and suppression systems.
· Ensure that fire exits, escape routes, and fire doors are maintained in accordance with statutory standards.
· Liaise with facilities management and maintenance teams to ensure compliance with maintenance schedules.
Training and Awareness
· Deliver fire safety training to prison staff, including fire awareness, extinguisher use, and evacuation procedures.
· Coordinate and train Fire Response Teams (FRTs) and ensure operational readiness for fire emergencies.
· Support the development of prisoner fire marshals (where applicable) under controlled and risk-assessed arrangements.
Emergency Planning and Response
· Plan, organise, and evaluate fire evacuation drills for all areas of the prison.
· Act as Fire Officer on-site during incidents, coordinating with the local Fire & Rescue Service and prison control room.
· Participate in incident debriefs and produce post-incident reports with recommendations for corrective actions.
· Assist in contingency planning for major incidents, ensuring alignment with prison security and operational plans.
Compliance and Reporting
· Ensure compliance with HMPPS Fire Safety Manual, national fire safety standards, and statutory obligations.
· Provide regular reports to the Governor and Health & Safety Committee on fire safety performance and audit outcomes.
· Contribute to inspections by HMPPS, HM Inspectorate of Prisons, and external regulators.





	2. 5. Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Additional Information
· The role requires Security Clearance (SC) and Enhanced Vetting prior to appointment.
· The post holder may be required to participate in an on-call rota and respond to incidents outside normal working hours.
· Regular contact with prisoners is required in the course of duties.




	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	
· Proven experience in fire safety 
· Demonstrable experience in fire safety inspection, risk assessment, or enforcement.
· Thorough knowledge of UK fire safety legislation, building regulations, and compliance standards.
· Level 3 or Level 4 qualification in Fire Safety
· Membership of a relevant professional body (IFE, IFSM, or equivalent)
· Experience managing budgets, contracts, and performance within compliance programmes.
· Strong communication and report-writing skills. 
· Excellent attention to detail and analytical ability.
· Confident working collaboratively with operational, facilities, and emergency service teams
· Effective stakeholder management – internal and external
· Ability to develop and deliver training to diverse audiences.
· High level of integrity and professionalism when operating in a secure environment.
· Calm, decisive, and effective under pressure and in emergency situations.
· Strong organisational and problem-solving abilities.
· Commitment to equality, diversity, and inclusion within the custodial setting.

Desirable:
· Experience working within similar environment 
· NEBOSH Fire Safety and Risk Management Certificate (or equivalent).




	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	





















Levels
	
	· 
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