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Managing the risk of leaseholder fire doors
	Purpose

To ensure the fire compart mentation to communal areas of flats is maintained irrespective of the ownership of the flat entrance fire door/ secondary means of escape door. (SME)



Scope 
This procedure outlines the actions required from the initial identification of a suspected non-compliant door to the initiation of enforcement action where required.
Apply this procedure to all instances where it has been identified via inspection that the lessee owned door may not meet the standards of 30/30 fire door as defined by British Standards 476.
Responsibility 

The Health, Safety & Wellbeing team are responsible for;
· Identifying via a visual inspection (Fire Risk Assessment (FRA) or other inspection) doors which do not meet the required standard.
· Corresponding with the lessees in order to confirm the door meets the relevant standard. Inspecting doors to confirm their standard, where requested to do so by the lessee.
· Monitoring and tracking responses/ actions and liaising with lessee services as appropriate.
· Escalating cases to WCC’s Environmental health team where deemed appropriate for enforcement action under the Housing Act.

· Maintaining information provided to residents regarding the flat/ secondary means of escape doors in compartment walls within leaflets/ handbooks and available via the company’s website.

The Lessee services team are responsible for:
· Ensuring lessee’s are aware of their responsibility to maintain their flat/ SME door to 30/30 fire door standard.
· Ensuring leaseholders attain building control consent for the replacement of any door(s).

· Informing new lessees during the conveyancing process of any flat where CWH has cause to believe the door is detrimentally affecting the blocks compart mentation and the current owner has failed to take remedial action.

· Working with CWH’s HS&W team to ensure lessees “cooperate and coordinate” with CWH as the Responsible person for fire safety.

· Referring cases to Tri-Borough legal services where deemed appropriate for action under the terms of the lease agreement (i.e. unauthorised alterations)

Village Repair Surveyors are responsible for:
· Inspecting tenanted doors and replacing where the standard of the door has been highlighted as not meeting the standard

· Taking relevant action against tenants, where a door has been replaced without CWH’s consent

Procedure

1)  During the Fire Risk Assessment the assessor will complete a visual inspection of flat entrance doors and make a note of any door where they have cause to believe does not meet the relevant standard.
2)  The assessor will make a note against each door to substantiate their view using door identifier coding and allocate a priority rating as detailed below:
Door identifier coding:

· VP – Vision panel glazing incorrectly specified

· Fan – Fanlight glazing incorrectly specified

· Thk – Thickness of door below 44mm

· Pan – Panel thickness below 44mm

· Irn – Ironmongery incorrectly specified

· Nsc – Not self closing*

*Where this can be ascertained

Priority rating:

Priority 1 – 

· Door opens directly into a means of escape staircase 

· Door opens into a dead end enclosed corridor (Greater than 3 LM in length) 

Priority 2 – 

· Door opens into an enclosed corridor with two directions of travel
· Door opens into an enclosed dead end corridor (Less than 3LM in length)

Priority 3 – 

· Door opens onto an open to air balcony/ walkway or deck, with a single direction of travel.**
** N.B There is no requirement for a door opening onto an open to air balcony/ walkway or deck to be fire rated where two directions of travel are available.

Where the assessor beleives that the door may not meet the relevant standard, the assessor should knock on the door, and try and undertake a survey of the door and speak to the leaseholder to confirm the door standard. (n.b Orchard housing flags to be checked prior, to ensure personal safety risks are adequately controlled)
If the leaseholder  is home, the assessor should explain the purpose of the inspection, and  try and resolve all outstanding questions regarding the doors construction there and then in order to issue a decision to the householder setting out what works they need to carry out .
If no one is home, the inspector should drop a calling card through the letter box explaining that an inspection has been carried out, and that we will be in contact because the door may not meet the relevant standard.

3)  On return to the office the assessor will check the housing management system to confirm the ownership status of the flat door(s).
4)  Where the status of a tenanted door is in doubt, the matter will be referred to the Property maintenance team for rectification. 
5)  Where the door is identified as a lessee door the assessor will pass details to the HS&W coordinator (HSWC) (details to include: Flat no; block address; door code identifier; priority rating)
6) The HSWC on receipt of this information, will add details of the property to the central tracker (Excel spreadsheet – L:\Health and Safety\Fire Risk Management\Fire doors\Lessee doors) and issue a Stage 1 letter, including CWH fire door guidance leaflet***
***The HSWC is to cross reference the lessee correspondence address report to ensure any letter goes to the correct correspondence address.

7) The HSWC will then:

a) Monitor responses to stage 1 letters, liaising with the assessor to respond to any queries from leaseholders

b) Book in door inspections where requested.

c) Review supporting information provided by the lessee’s in response to the stage 1 letter and raise discrepancies with the assessor/ Head of HS&W

d) Monitor actions confirmed by lessees to conclusion and attain copies of building control approvals, where doors are replaced.

e) Keep a record of contacts and progress made in each case on the central tracker

f) Issue a copy of the central tracker to lessee services on a monthly basis

g) Issue a stage 2 letter to lessee’s where no response has been received following 1 calendar month post the issue of Letter 1

h) Produce an “exception report” flagging cases where lessees have failed to complete remedial actions within a 3 month period or cases which have reached 1 calendar month post issue of the stage 2 letter with the Head of H&S and Head of lessee services and schedule a review meeting (monthly- if required) to discuss next steps.

8) 
The Head of HS&W and Head of lessee services, will meet (monthly – if required) to review the exception report and agree next steps.

9) The Head of HS&W will make a recommendation to the Executive Team regarding intended action, prior to external referral.

10) Where it is deemed appropriate the Head of HS&W will refer cases to WCCs Environmental Health Team for action under the Housing Act. 
11) Where it is deemed appropriate/ enforceable the Head of Lessee Services will instruct Tri-Borough Legal services to take action under the terms of the lease agreement.
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Appendix 1 – Letter 1 Template
Dear insert lessee name
Re: Information required about your Font Door/Secondary Means of Escape Door (delete where appropriate)
We recently carried out a fire risk assessment of your block, which encompassed the inspection of doors in your building to make sure they comply with safety standards. This is to ensure they are capable of preventing the spread of fire and enable you and your neighbours to safely escape the building.

A visual inspection of your front door has indicated that your door may not meet the required standard.
Please provide copies of any documents you have confirming that your door(s) meet fire safety standards. This can be a third party certified fire door certificate from the door manufacturer or a building control certificate to confirm it meets FD30s standards. 

If you inherited your door and frame from a previous owner other than the council, your solicitor should have provided you with a copy of a building compliance certificate for any alterations made..
Please email your documents to firesafety@cwh.org.uk or post them to :

FAO Fire Safety Team
21 Grosvenor Place

London

SW1X 7EA

If you are unable to supply these documents, please email firesafety@cwh.org.uk or call INSERT TEL. 
If your door does not meet the FD30s standard, you will need to install a replacement door. 
We have enclosed a guidance leaflet for further information, and look forward to receiving your documents.

Yours sincerely

INSERT NAME
Health, Safety & Wellbeing coordinator
Appendix 2 – Letter 2 Template (Jointly branded by CWH & LFB)
Dear insert lessee name
Responsibility to co-ordinate and cooperate with CityWest Homes under the Regulatory Reform (Fire Safety) Order 2005 (RRO)

We write further to our recent letter regarding your flats front door/ secondary means of escape door, which forms part of the fire compartmentation between your property and the communal parts of the building.

As the owner of your flat door(s) you are responsible for ensuring that the door and the surrounding frame is of sufficient construction to prevent fire spread. Failure to do so could put the lives of your own household and other building occupiers at risk.
The London Fire Brigade enforce fire safety legislation and work closely with CityWest Homes to ensure the safety of our residents. They have advised us that the Regulatory Reform (Fire SAFETY) Order 2005 (RRO) places a legal requirement on us as a landlord and yourself as a leaseholder to provide and maintain the building compartmentation. The RRO also places a legal requirement on leaseholders to cooperate with us to ensure compartmentation is maintained.
London Fire Brigade advise us that an offence may be committed by a leaseholder if they do not comply with these duties, or prevent CityWest Homes from complying with their duties as the landlord.

As such where it has been highlighted that your door potentially falls below the necessary standard, it is important that you take action, to confirm your door meets current standards by providing the previously requested evidence or take action to replace your door.

If you have any queries about the content of this letter, please email firesafety@cwh.org.uk.

Yours sincerely

Health, Safety & Wellbeing coordinator
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