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Enw Safle / Site Name:  

Dyddiad / Date : 
	Cynhyrchwyd y Cynllun Gweithredu Tân hwn fel rhan o broses asesu risg tân y Cyngor. Diben y cynllun yw sicrhau, os bydd achos o dân, y bydd y Rheolwr Safle, marsialiaid tân, staff, ymwelwyr a chontractwyr yn gwybod beth y dylid ei wneud er mwyn sicrhau y gellir gwacáu’r gweithle yn ddiogel. 

Rhaid i’r cynllun hwn fod ar gael i’w archwilio gan staff, y Gwasanaeth Tân, swyddogion gorfodaeth iechyd a diogelwch ynghyd ac unrhyw berson arall all fod angen ei weld

Bydd y Cynllun Gweithredu Tân hwn yn ffurfio rhan o’r Ddogfennaeth Diogelwch Tân a gedwir yn y safle. Ceir manylion llawn o’r ddogfennaeth y dylid ei gadw yn y safle ym mynegai'r Ffeil Wybodaeth y Eiddo neu Mynegai Rheolwr Safle.

Cyfrifoldeb y Rheolwr Safle fydd cynnal a chadw’r ddogfen hon a dylid ei hadolygu yn flynyddol neu yn amlach os digwydd unrhyw newid i drefniadaeth y safle.  Ni ddylid trefnu unrhyw adeiladol waith ar y safle heb dderbyn caniatâd y Gwasanaeth Eiddo yn y lle cyntaf.
	
	This Fire Management Plan has been compiled as part of the Council’s fire risk assessment process. The aim of the plan is to ensure that in the event of a fire, the Site Manager, fire marshals, staff, visitors, and contractors know the action they should take to ensure that the workplace can be safely evacuated

The Fire Management Plan must be available for inspection by staff, Fire Service officers and Health and Safety Enforcement Officers as well as any other person who requires to see it.

This Fire Management Plan forms part of the Fire Safety Documentation that is kept on site.  Full details of the documentation that should be kept on site can be seen on the index page of the Property Information File, or Responsible Person’s Index.  This should include Anglesey Council’s Fire Safety Policy which outlines fire safety responsibilities.

The responsibility for maintaining this document rests with the Site Manager. This plan must be reviewed annually or earlier if there are any changes to the arrangements / layout on site.    No building work may be arranged on site without the prior consent of Property Services. 





Cedwir y Cynllun Rheoli Tân yn:

This fire management plan is kept in:

	Dyddiad adolygiad olaf

Date of Last Review
	Cwblhawyd gan 

Completed by
	Arwyddwyd 

Signed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 Cynnwys / Index

Rhan / Section             Pwnc / Subject

          1              
Manylion Gweithle / Workplace Details

  

          2              
Manylion Defnyddwyr Adeilad / Building Occupant Details   
          3            
Gweithdrefnau Argyfwng / Emergency Procedures
          4
Pobl ag anableddau / People with disabilities
          5


Defnyddio a Storio Sylweddau Fflamadwy a LPG /

Use and Storage of Flammable Substances and LPG
          6
Diangfeydd tân / Means of escape
          7
Profion Tân / Fire Testing
          8
System taenellwyr / Sprinkler system
          9
Archwiliadau Diogelwch Tân / Fire Safety Inspections
10 
Gwaith poeth / Hot Working
11
Deunyddiau llosgadwy / Combustible materials
12
Llosgi bwriadol / Arson
        13



Defnyddio’r adeilad y tu allan i oriau gweithio arferol /

Use of building outside of normal use
14
Diogelwch Trydannol / Electrical Safety
15
Diogelwch Nwy / Gas Safety
16 
Hyfforddiant / Training
Rhan / Section 1

Manylion Gweithle / Workplace Details:


Defnydd safle / Use of Premises
Cyfeiriad / Address:

Côd Post / Post Code:


Rhif ffôn / Telephone Number:



Deiliad yr eiddo /

Occupier of Premises:



Gofal Preswyl yn Unig / Residential Care Only 


Nifer llofftydd /
Number of Bedrooms:

Nifer ystafelloedd eraill
Number of other rooms:
Nifer preswylwyr

Number of residents

Ysgolion / Schools yn unig / Schools only

Nifer disgyblion
Number of pupils
Rhan / Section 2 

Manylion adeilad a deiliaid

Building & occupant details


Nifer gweithwyr yn yr adeilad / 

Number of Workers in Workplace:

Nifer y rhai nad ydynt yn weithwyr yn y gweithle /

Number of non-employees in Workplace:



Rheolwr Safle / 

Site Manager

Cydlynydd tân

Fire Safety Co-ordinator: 

(ble fo’n berthnasol / if applicable)

Ble fo’r Rheolwr Safle wedi eu lleoli ar y safle bydd y Rheolwr Safle yn ymgymryd â dyletswyddau Cydlynydd Tân
Where the Site Manager is based on Site the Site Manager shall assume the role of the Fire Safety Coordinator

Dirprwyon / Deputies:

Marsialyddion tan / 

Fire Marshals:


Nifer marsialyddion wedi eu hyfforddi mewn defnydd diffoddwyr tân 

Number of marshals trained in use of fire extinguisher


Amlder driliau tân /

Frequency of fire drills. 


Lleoliad panel y larwm dân yw /
The fire alarm panel is located at:

Lleoliad y cedwir goriad y panel yw :

(Pwysig - ni ddylai’r goriad gael ei gadw 

yn y panel, yn enwedig mewn ardaloedd

cyhoeddus ble gellid ymyrryd ag ef)
The key for the fire alarm panel is kept in:

(Important – the key should not be kept in the 

Panel, particularly in public areas where it could

be tampered with)

Mae rhai paneli tân angen côd yn hytrach na goriad

Noder y côd os yn berthnasol

Some panels require a code rather than a key 

Please enter code in digits if relevant

Rhan / Section 3

Gweithdrefnau Argyfwng / Emergency procedures
Y dull o roi gwybod pan fo tân yn y gweithle hwn yw / 

The means of raising the alarm in case of fire in this workplace is by:  
Dylid hysbysu’r Gwasanaethau Brys trwy / 

The Emergency Services should be notified by means of:  


Y person sy’n gyfrifol am hysbysu’r Gwasanaethau Brys yw /

The person responsible for notifying the Emergency Services is:

Os yw’r system larwm wedi ei chysylltu â gorsaf fonitro, beth yw’r rhif ffôn /
If alarm system is liked to a monitoring station, please state the phone number below:


Rhaid arddangos rhybuddion i hysbysu’r hyn y dylid ei wneud mewn achos o dân yn glir trwy’r adeilad, gyda’r wybodaeth sy’n benodol i’r safle wedi ei hychwanegu gan y Rheolwr Safle / Fire action notices must be displayed prominently throughout the premises with site specific information added by Site Manager.

Dylid symud offer risg uchel ymhell oddi wrth y tân /  

High risk equipment should be isolated in the event of a fire.

Yn y safle hwn, yr offer / cyfarpar y dylid ei symud oddi wrth y tân yw /
Machinery / equipment which should be isolated on this site are:
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Dylid mynd allan o’r adeilad trwy’r allanfa dân agosaf.
Exit the building by the nearest emergency exit.

Dim ond marsialiaid tân hyfforddedig ddylai geisio diffodd tân, a dim ond os yw’n ddiogel gwneud hynny.  

Only trained staff should attempt to extinguish a fire, and only then if it is safe to do so.
Y dull gwacau pan fo tân yw: (A fyddech gystal â chynnwys manylion isod sy’n berthnasol i’r safle ynglŷn â gweithdrefnau  megis, galw’r gofrestr / gwirio ardaloedd mae’r marsialiaid tân yn gyfrifol amdanynt.)

Evacuation procedure in the event of a fire is:  (Please insert below site specific details of roll call / fire marshal sweep procedures.)
Ni fydd y Gwasanaeth Tân ac Achub yn ymateb i alwad 999 os mai’r unig wybodaeth sydd ar gael yw bod y larwm tân wedi seinio.  Bydd rhaid sefydlu trefn ymchwilio i ddarganfod os oes arwyddion o dân e.e. arogl mwg neu sŵn anghyfarwydd. Defnyddiwch y ddogfen  6.10h  am gymorth i sefydlu trefn ar gyfer eich safle gwaith chi / The Fire and Rescue Service will not respond to a 999 call where the only information available is that a fire alarm is sounding. A procedure must be established to investigate if there are signs of a fire e.g. smell of smoke or unusual noises. Use the document 6.10h for advice on how to establish a procedure for your work site. 
Cartrefi Gofal Preswyl yn unig  - Gwacáu’r preswylwyr o leiaf ddwy adran i ffwrdd o’r tân er mwyn rhoi gwarchodaeth o ddwy awr ac adolygu’r sefyllfa’n barhaus)
Residential Care Homes only - Evacuate residents at least 2 compartments away from the fire to give protection of 2 hours and continually review the situation)

Lleolir y mannau ymgynnull tân yn: (Llenwch y blwch)
Fire assembly points are located at:  (Please insert)


Rhan / Section 4

      Pobl ag anableddau / People with disabilities
	Os oes unrhyw berson gydag anabledd yn bresennol ar y safle, rhaid gwneud trefniadau priodol ar gyfer eu symud os bydd achos o dân. Rhaid i Reolwyr Llinell gwblhau cynllun gwacâd argyfwng personol (PEEP) ar gyfer aelodau o’u staff a rhoi copi o’r asesiad i’r Rheolwr Safle.  Y Rheolwr Safle sy’n gyfrifol am sicrhau fod PEEP wedi ei gwblhau ar gyfer defnyddwyr gwasanaeth / disgyblion neu’r cyhoedd yn gyffredinol.

Nodwch isod y nifer o bobl a gyflogir o fewn yr eiddo sydd â PEEP wedi ei gwblhau ar eu cyfer, ynghyd â’u lleoliad, neu gadarnhau os nad yw’n berthnasol (ni ddylid cynnwys unrhyw fanylion personol yn y blwch hwn). Rhaid hefyd rhoi ystyriaeth i rai allai fod yn yr eiddo nad ydynt yn weithwyr.  
Mewn adeilad cyhoeddus, rhaid i’r Rheolwr Safle gwblhau GEEP (asesiad gwacau cyffredinol) er mwyn cyfarch gwacâd unrhyw aelod o’r cyhoedd anabl all fod yn yr adeilad yn ystod argyfwng. Gweler taflen PEEP / GEEP gorfforaethol
	If any person with a disability is present on site, suitable arrangements must be made for their evacuation in the event of a fire. Line Managers must carry out a PEEP (Personal Emergency Evacuation Plan) for members of their staff and give a copy of the assessment to the Site Manager.  The Site Manager shall be responsible for ensuring a PEEP is completed on service users / school pupils or general members of the public.

Please state below the number of persons present in the building for whom a PEEP has been completed along with their location, or confirm if not applicable (no personal details should be recorded in this box.)  It is also necessary to consider non-employees who may be within the premises. 

In public buildings, a GEEP (general emergency evacuation plan) must be produced by the Site Manager to address the evacuation of any disabled member of the public who may be present in the building during an emergency. See PEEP /GEEP corporate template.




Rhan / Section 5

Defnyddio a Storio Sylweddau Fflamadwy a LPG /
Use and Storage of Flammable Substances and LPG

	Rhaid i ardaloedd storio allanol ar gyfer hylifau fflamadwy neu LPG fod wedi eu diogelu ac wedi eu lleoli o leiaf 10 metr oddi wrth yr adeilad ac wedi eu harwyddo’n briodol. Dylid derbyn cyngor y Gwasanaeth Iechyd, Diogelwch a Lles ynglŷn â mesurau rheoli sy’n benodol i’r safle.

Dylid cadw taflenni data diogelwch ar gyfer pob sylwedd peryglus ar y safle a dylid cwblhau asesiad Rheoliadau Rheoli Sylweddau Peryglus i Iechyd 2002 (COSHH). Dylai’r asesiad COSHH ystyried y defnydd a wneir o’r sylweddau ynghyd â’r modd y caiff pob un o’r sylweddau eu storio.  

Dylid cadw hylifau fflamadwy mewn ystafelloedd gwaith i lai na 50 litr, neu gyflenwad ar gyfer y diwrnod yn unig (pa un bynnag yw’r lleiaf), a dylid eu storio yn eu cynwysyddion gwreiddiol, mewn cwpwrdd neu mewn bin sy’n ddiogel rhag tân  Ni ddylid storio cyfryngau ocsidio a sylweddau gwenwynig yn yr un lle â sylweddau fflamadwy neu LPG.   
	LPG storage areas must be secure and should be placed at least 10 metres from the building and appropriately signed.  The advice of the Corporate Health Safety and Welfare Service should be sought on further site specific control measures.

Safety data sheets should be kept for all hazardous substances on site and a COSHH (Control of Substances Hazardous to Health Regulations 2002) assessment undertaken. The COSHH assessment should consider the use and storage of each substance.

Stored flammable liquids within workrooms should be kept below 50 litres or a day’s supply (whichever is the lesser) and should be stored in their original containers, in a fire resisting, cupboard, or bin.  Oxidising agents and toxic substance should not be stored in the same area as flammable substances or LPG. 




Mae sylweddau fflamadwy a / neu LPG yn cael eu storio o fewn yr adeilad yn y lleoedd a ganlyn: (cwblhewch y blwch isod fel bo’n briodol neu nodi os nad yw’n berthnasol.)

An external flammable substances / LPG fixed storage area is located at: (give details if applicable or confirm if not applicable)

Mae’r lle storio allanol / compownd LPG wedi ei leoli yn: (rhowch fanylion os yn berthnasol neu gadarnhau os nad yw’n berthnasol) 

Flammable substances and / or LPG are stored within the building at the following locations:  (please complete box below as appropriate or state if not applicable.)

Dylid arddangos arwyddion rhybudd priodol yn amlwg ym mynedfeydd y storfeydd, e.e. ‘HYLIFAU FFLAMADWY IAWN’, ‘DIM YSMYGU’, a ‘DIM  GOLEUADAU NOETH’

Appropriate warning signs, eg,’HIGHLY FLAMMABLE LIQUIDS’, ‘NO SMOKING’ AND ‘NO NAKED LIGHTS’ should be prominently displayed at the entrances to stores.

Mae’r gweithdrefnau argyfwng mewn achos o ollyngiad nwy neu gemegyn neu dân oherwydd nwy / gemegolion fel a ganlyn (gweler hefyd Rhan 1 ar gyfer ar argyfwng cyffredinol)

Emergency procedures in the event of a gas or chemical leak, or a fire due to a gas / chemical leak are: (Also see Section 1 for general emergencies)


Rhan / Section 6

Diangfeydd Tân / Means of escape
	Dylai’r Rheolwr Safle amlygu a rhifo’r allanfeydd argyfwng a’r llwybrau dianc ar gynllun o’r adeilad.

Rhaid archwilio pob llwybr dianc ac allanfeydd olaf ar ddechrau pob diwrnod, er mwyn sicrhau eu bod wedi eu datgloi ac yn glir o unrhyw rwystr. Rhaid cofnodi’r archwiliadau hyn yn y llyfr cofnodi diogelwch tân. 

Efallai y bydd rhai allanfeydd olaf dan glo yn ystod y nos ar gyfer dibenion diogelwch. Rhaid datgloi’r drysau hyn ar ddechrau pob diwrnod, neu unrhyw adeg arall y tu allan i oriau gweithio arferol, os bydd pobl o fewn yr adeilad, megis ar benwythnosau. Dylid rhifo’r drysau a gedwir dan glo ar gynllun o’r adeilad a’i atodi i’r Cynllun Rheoli hwn (noder os nad yw’n berthnasol).


	The Site Manager should highlight and number exit doors and escape routes on a plan of the building.

All exit routes and final exit doors must be checked at the start of each day to ensure they are unlocked and clear of obstruction.  These checks must be recorded in the fire safety logbook.

In particular, some final exit doors may be locked at night for security purposes. These doors must be unlocked at the start of each day, or at any other time when the building is occupied out of normal working hours such as weekends. Doors that are locked should be numbered on a plan of the building and attached to this Fire Management Plan (please state if not applicable).




Lleoliad a rhifau drysau sy’n cael eu cloi /  Location and numbers of the doors that are locked


Bydd allanfeydd tân yn cael eu datgloi gan: 

(Cwblhewch, neu nodwch os nad yw’n berthnasol
Fire exit doors are unlocked by: 

(Please complete or note if

not applicable)

Dylid nodi unrhyw fecanwaith sy’n agor drysau ac sy’n cydgysylltu gyda’r system larwm tân, yn y llyfr log tân.   

Any electronic door release mechanisms which are interlinked with the fire alarm system should be identified in the fire log book. 
Lle mae arwyddion diogelwch tân wedi cael eu gosod, ni ddylent fod wedi eu cuddio gan ddeunyddiau sy’n cael eu storio.

Any fire signage installed must be kept unobstructed by stored materials.

Rhan / Section 7

Profion tân / Fire testing
	Rhaid cynnal profion diogelwch tân a’u cofnodi yn Llyfr Cofnodi Tân yr eiddo. Cyfrifoldeb y Rheolwr Safle fydd sicrhau y cwblheir y profion hyn a gellir gwneud hyn drwy ddirprwyo’r dyletswyddau i unigolion eraill. Ble fo hyn yn digwydd, rhaid bod gan y Rheolwr Safle drefniadau monitro effeithiol mewn lle.  Rhaid nodi’r diffygion a nodwyd mewn unrhyw un o’r profion a nodir isod  yn y Llyfr Cofnodi Tân a hysbysu Desg Gymorth yr Uned Eiddo ar unwaith.  Os bydd unrhyw berson arall, heblaw’r Rheolwr Safle, yn cynnal y profion, rhaid iddynt sicrhau fod y Rheolwr Safle’n ymwybodol o unrhyw ddiffygion a nodwyd.

Rhaid cofnodi cam rybuddion ac unrhyw achos o dân, waeth pa mor fychan, yn y Llyfr Cofnodi Tân. Os bydd achos o dân, rhaid hysbysu’r Gwasanaeth Iechyd Diogelwch a Corfforaethol ar unwaith a chwblhau ffurflen ddamweiniau ADIR.


	Fire testing must be undertaken and recorded in the Fire Log Book. The Site Manager is responsible for ensuring that these tests are undertaken, this may be by delegating duties to other individuals but where this occurs the Site Manager must monitor arrangements.  Defects noted during any of the tests noted below must be noted in the Fire Log Book and immediately notified to the Property Department Helpdesk.  If testing is undertaken by a person other than the Site Manager, they must make the Site Manager aware of any defects noted.

False alarms and any fire incident no matter how small must be recorded in the fire log book. In the event of a fire the Corporate Health Safety and Service must be notified immediately and an accident ADIR form completed.




Rhan / Section 8

System Taenellwyr / Sprinkler System
	Nodwch ffynhonnell y cyflenwad dwr ar gyfer systemau taenellu ar y safle
	State the source of water supply for any sprinkler systems on site



Rhan  / Section 9

Archwiliadau Diogelwch Tân / Fire Safety Inspections

	Dylid ymgymryd ag archwiliadau diogelwch tân yn rheolaidd o fewn y gweithle er mwyn sicrhau bod y safonau o fewn yr eiddo yn cael eu cynnal. Dylai’r Rheolwr safle sicrhau y cwblheir hyn.  

Bydd y Gwasanaeth Eiddo a’r Gwasanaeth Iechyd a Diogelwch Corfforaethol hefyd yn ymgymryd ag archwiliadau cyfnodol o’r gweithdrefnau diogelwch tân o fewn unrhyw eiddo.  

Gall yr eiddo hefyd dderbyn archwiliad gan y Gwasanaeth Tân, neu swyddogion gorfodaeth eraill, megis Swyddogion Iechyd yr Amgylchedd neu Archwiliadau gan yr Awdurdod Gweithredol Iechyd a Diogelwch

Pam mae Archwiliadau Diogelwch Tân yn cael ei cynnal cofndowch manylion yr Archwiliad yn y tabl Isod.
	Regular fire safety inspections should be undertaken within the workplace to ensure that housekeeping standards are maintained.  The Site Manager should ensure that this takes place.

Property Services and Health and Safety and Service shall also carry out periodic audits on fire safety procedures within a premises.

It is also possible that the premises may be inspected by the Fire Service or other enforcement officers such as Environmental Health Officers or Health and Safety Executive Inspections.   

When Fire Safety Inspections are performed then please record details of the inspections in the section beneath


	Dyddiad archwiliad /  Date of Inspection
	Archwiliad gan / Inspection performed by
	Adran neu sefydliad / Department or Organisation
	Cafodd Materion ei codi / Any issues raised

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Rhan / Section 10

Gwaith Poeth / Hot Working
	Ni ddylid gwneud unrhyw waith poeth ar y safle heb yn gyntaf dderbyn caniatâd gan drefnydd contractau Cyngor Ynys Mon a’r Rheolwr Safle.

Pan wneir unrhyw waith poeth ar y safle, rhaid sicrhau bod y mesurau rheoli a ganlyn (neu rai sy’n cyfateb iddynt o leiaf) yn eu lle: 

· Sicrhau bod y Rheolwr Safle wedi ei hysbysu (os bydd y gwaith yn mynd rhagddo yn ystod oriau gwaith arferol).

· Sicrhau y bydd deunydd llosgadwy rhydd wedi cael ei glirio o’r ardal honno. 

· Rhaid gorchuddio unrhyw ddarnau strwythurol llosgadwy sydd yn y golwg, megis llawr pren, gyda deunydd nad yw’n llosgadwy.  

· Dylai’r ardal gael ei chuddio’n briodol gyda deunydd nad yw’n llosgadwy pan ymgymerir â thorri, weldio neu hogi. 

· Rhaid archwilio’r ardal lle yr ymgymerir â’r gwaith poeth yn drylwyr am unrhyw arwyddion o dân am gyfnod o leiaf un awr ar ôl cwblhau’r gwaith. 

· Sicrhau bod y math priodol o ddiffoddwyr tân ar gael gerllaw yn ystod yr amser y cwblheir y gwaith a chadw llygaid i sicrhau na fydd tân yn cynnau tra bo’r gwaith yn mynd rhagddo. 

· Rhaid gosod unrhyw silindrau Nwy Petrolewm Hylifol (LPG) a ddefnyddir yn y gwaith yn fertigol a’u ffitio gyda rheolydd ac ataliwr   gwreichioni. 

· Ni ddylid mynd â boeleri tar, gwresogyddion plwm, ac offer cyffelyb ar ben toeau, ond mewn amgylchiadau eithriadol, pan fydd yn rhaid darparu sylfaen ynysu gwres na fydd yn llosgadwy, er mwyn rhwystro’r gwres rhag llosgi’r to. Rhaid i offer o’r fath gael ei oruchwylio gan berson cymwys a’u gosod yn y fath le fel y gellir rheoli unrhyw ddeunydd a arllwysir. Rhaid i silindrau nwy gael eu lleoli o leiaf dri metr i ffwrdd o’r llosgydd a rhaid sicrhau bod o leiaf dau ddiffoddydd tân priodol wrth law.
	No hot works should be carried out on site without prior approval from the Anglesey Council contract organiser and the Site Manager.

When any hot work is undertaken on site it must be ensured that the following control measures (or at least equivalent to) are in place.

· Ensure that Site manager has been informed (if work undertaken during normal working hours).

· Ensure that area is cleared of all loose combustible material.

· Exposed combustible structural components such as wooden floor must be covered with non-combustible material.

· Area should be adequately screened with non combustible material when cutting, welding or grinding.

· The area of hot work must be thoroughly examined for any signs of fire for a minimum period of one hour after the work has been completed.

· Ensure that fire extinguishers of the appropriate type are available nearby during the work with a careful watch being maintained for fire breaking out whilst work is in progress.

· Any LPG gas cylinders used in the work must be secured in a vertical position and fitted with a regulator and flashback arrester.

· Tar boilers, lead heaters and similar equipment should only be taken onto roofs in exceptional circumstances, when a non-combustible heat insulating base must be provided to prevent heat igniting the roof.  Such equipment must always be supervised by a competent person and be placed where spilled material can be controlled. Gas cylinders must be a minimum of 3 meters away from the burner and at least 2 appropriate extinguishers must be to hand.




Rhan / Section 11

Deunyddiau Llosgadwy / Combustible Materials.
	Rhaid defnyddio deunyddiau llosgadwy yn ddiogel a dylid eu cadw yn ddigon pell oddi wrth ffynonellau tanio tebygol.   
Rhaid cynnal safonau da yn yr holl eiddo. Rhaid i ddeunyddiau gwastraff, megis gwastraff papur, cardbord, a deunyddiau pacio gael eu symud o’r gweithle yn rheolaidd. Peidiwch ag anghofio am adeiladau allanol, boelerdai, swyddfeydd gofalwyr a mannau eraill ‘allan o’r ffordd’.  Nid ddylid storio offer mewn boelerdai.
Dylid trwsio neu adnewyddu unrhyw ddodrefn wedi’u clustogi ac sydd wedi eu difrodi i’r fath raddau nes bo’r llenwad sbwng yn y golwg. Dylid gwaredu yn briodol unrhyw eitemau fydd angen eu hadnewyddu. Dylai defnyddiau tecstiliau newydd gydymffurfio â Sefydliad Safonau Prydeinig 5867.
Dylid cadw sbwriel mewn compownd diogel, o leiaf chwe metr oddi wrth yr adeilad lle bo hynny’n bosib. Ni ddylid lleoli’r fath le yn agos at ddihangfa dân.

	Combustible materials must be used safely and kept clear of any likely ignition sources.

Good housekeeping standards must be maintained throughout the premises.  Waste material, in the form of paper-waste, cardboard and packaging material must be regularly removed from the workplace. Do not forget about outbuildings, boiler houses, caretakers office and other ‘out of the way’ places.  Equipment should not be stored in boiler houses.

Any damaged upholstered furniture with exposed foam filling material should be repaired or replaced.  Any items to be replaced must be appropriately disposed of. New textile materials should be compliant with BS5867.

Refuse should be stored in a secure compound at least 6 metres from the building wherever possible. Refuse compounds should not be located nearby to an emergency egress route.




Mae’r trefniadau ar gyfer gwagio biniau sbwriel yn yr eiddo fel a ganlyn:

(a fyddech gystal â rhoi manylion o ba mor aml y mae hyn yn digwydd a’r cyfrifoldebau)

The arrangements for emptying refuse bins within the premises are:

(outline below, giving details of frequency and responsibilities)


[image: image2]
Lleolir y compownd ar gyfer yr eiddo yn: 
(rhowch fanylion isod, yn nodi unrhyw fesurau diogelwch sydd yn eu lle)

The refuse compound for the premises is located at: 

(please give details below, specifying any security measures in place) 


Rhan / Section 12

Llosgi bwriadol / Arson

	Un o’r prif resymau am achos tân yn y DU yw llosgi bwriadol. Felly, dylid gosod mesurau rheoli yn eu lle er mwyn lleihau’r risg o losgi bwriadol. Rhestrir isod rai o’r mesurau rheolaeth fydd yn lleihau’r risg o losgi bwriadol yn gyffredinol:  

· Rheoli’r fynedfa i’r eiddo yn ystod a thu allan i oriau gwaith arferol

· Ffensys ar hyd y terfyn a giatiau 

· Camerâu Teledu Cylch Cyfyng (CCTV)
· Blychau post sy’n ddiogel rhag tân wedi eu gosod y tu mewn i flychau llythyrau
· Goleuo’r eiddo yn y nos 

· Diogelu’r adeilad 

· Lleoli biniau sbwriel ymhell oddi wrth adeiladau mewn compownd diogel

· Cadw trefn 

· Goruchwylio pob ymwelydd 

· Rheoli contractwyr 

· Lleoli pob compownd allanol ar gyfer sbwriel oddi wrth yr adeilad

	Arson is the largest single cause of fire in the UK.  Control measures should be therefore in place to minimise the risk of arson. Listed below are some the control measures that generally reduce the risk of arson:  

· Control of access into the premises both during and out of normal working hours

· Perimeter fencing and gates

· CCTV

· Fire resisting mail boxes inside letter boxes

· Lighting of the premises at night

· Structural protection

· Siting rubbish bins away from buildings in secure compounds

· Good housekeeping

· Supervision of all visitors

· Control of contractors

· Siting external refuse compounds away from the building




Nodwch isod y mesurau rheoli sydd mewn lle i leihau'r risg o losgi bwriadol:
State below what control measures are in place to control arson:


Rhan / Section 13

Defnyddio’r adeilad y tu allan i oriau gweithio arferol /
Use of building outside of normal use.

	Rhaid cael trefniadau yn eu lle er mwyn sicrhau diogelwch pob person sy’n defnyddio’r adeilad y tu allan i oriau gweithio arferol. O fewn eiddo Cyngor Mon, gall hyn gynnwys staff glanhau a gofalwyr, staff yn gweithio oriau ychwanegol, cyfarfodydd, digwyddiadau, cyngherddau, priodasau, dosbarthiadau nos, eisteddfodau, neu waith cynnal a chadw y tu allan i oriau arferol. Efallai y bydd peryglon ychwanegol yn amlygu eu hunain yn ystod yr adegau hyn, a bydd yn rhaid eu cadw dan reolaeth. Rhaid rhoi ystyriaeth i weithdrefnau brys, e.e. galw’r gofrestr ac allanfa argyfwng.

	Arrangements must be in place to ensure the safety all persons who use the building outside of normal working hours. Within Anglesey Council premises, examples may include cleaning & caretaking staff,  staff working extra hours, meetings, events, concerts, eisteddfod, weddings, evening classes or out of hours maintenance work.  Additional hazards may present themselves out of hours which must be controlled, and consideration must be given to emergency procedures. e.g. roll call registers and  emergency exit.  


Nodwch isod pa drefniadau rheoli / gweithdrefnau trosglwyddo sydd yn eu lle, er mwyn sicrhau diogelwch y defnyddwyr y tu allan i oriau gwaith arferol. 

State below what control measures / handover procedures are in place to ensure the safety of users outside normal working hours 


Rhan / Section 14

Diogelwch trydannol / Electrical safety

	Dylid rhoi prawf cyfnodol ar osodiadau trydanol yn yr adeilad a’u harchwilio o leiaf bob pum mlynedd.   Yn y mwyafrif o adeiladau’r Cyngor caiff hyn ei drefnu gan y gwasanaeth Eiddo ond mae rhai achosion ble fo hyn yn gyfrifoldeb ar y Rheolwr Safle.

Dim ond contractwr trydanol cymwys sydd ag aelodaeth gyswllt â chorff crefftwyr cydnabyddedig e.e. NICEIC ddylai gwblhau’r prawf hwn. Dylid cadw copi o’r dystysgrif a roddwyd adeg yr archwiliad yn yr eiddo.

Bydd yn rhaid hefyd i offer trydanol symudol gael eu cynnal a’u cadw fel y bob mewn cyflwr diogel. Dylai’r defnyddwyr wirio’r offer cyn eu defnyddio, er mwyn sicrhau nad oes arwyddion o unrhyw ddifrod. Hefyd, dylai’r offer penodol gael prawf teclynnau trydanol symudol (portable appliance testing).

Mewn cartrefi gofal preswyl, dylid sicrhau bod unrhyw offer trydanol symudol personol sydd gan gleientiaid yn eu hystafelloedd yn derbyn prawf teclynnau trydanol symudol (PAT), cyn eu defnyddio.

Dylid diffodd unrhyw offer trydanol na fydd yn cael eu defnyddio.


	The electrical installation of the building should be subject to a periodic test and inspection at least every 5 years.  In the majority of Council buildings, these inspections are arranged by the Property Service, although there are some buildings where it the responsibility of the Site Manager to arrange this.

This test should only be carried out by a competent electrical contractor who is affiliated to an approved trade body such as NICEIC.  A copy of the certificate issued at the time of inspection should be kept on the premises.

Portable electrical equipment must also be maintained in safe condition.  Users should visually check equipment for signs of damage prior to using it.   In addition, certain equipment should be subject to portable appliance testing (PAT testing).

Within residential care homes it must be ensured that any personal portable electrical appliances that clients have in their rooms are PAT tested prior to use.  

Any electrical equipment not in use should be switched off.




Rhan / Section 15

Diogelwch Nwy / Gas Safety

	Dylid archwilio'r holl offer nwy yn rheolaidd gan beiriannydd cymwysedig wedi ei gofrestru gyda Gas Safe.

Dylid sicrhau bod unrhyw gontractwyr fydd yn ymgymryd â gwaith gosod nwy yn yr eiddo yn gadael dogfennaeth yn y safle i gadarnhau pa waith a wnaed. Mae cyfrifoldeb am gynnal a chadw offer nwy yn gallu amrywio o fewn y Cyngor.  Yn y mwyafrif o adeiladau, bydd y Gwasanaeth Eiddo yn trefnu’r gwaith.  Mae rhai Gwasanaethau wedi dewis cadw’r cyfrifoldeb hwn eu hunain ac felly mewn achosion o’r fath bydd y Rheolwr Safle yn gyfrifol am drefnu.  Ble fo Rheolwr Safle yn trefnu cynnal a chadw eu hunain, dylent sicrhau fod y peiriannydd yn gymwys ac wedi cofrestru gyda Gas Safe ar gyfer y math penodol o waith e.e. masnachol / domestig / arlwyo.

Ni ddylai gweithwyr Cyngor Mon ddefnyddio offer nwy oni bai eu bônt wedi derbyn hyfforddiant trylwyr ar sut i’w defnyddio. Mae hyn yn cynnwys ail danio boeleri nwy. Os bydd boeler yn gwrthod gweithio, am ba bynnag reswm, dylai'r Rheolwyr Safle gysylltu â desg gymorth yr Uned Eiddo ar unwaith.
Rhaid rheoli mynediad i foelerdai yn gaeth. Ni ddylid defnyddio boelerdai ar gyfer storio cyffredinol a rhaid eu cloi trwy gydol yr amser.
	All Gas appliances must be inspected annually by a qualified Gas Safe registered engineer.

Contractors who carry out work on gas installations should leave documentation on site to confirm what action was taken.  Responsibility for the maintenance of gas equipment varies within the Council.  In most buildings, it will be arranged by Property Services, but some services have opted out of this arrangement and in those situations, the Site Manager will be responsible for arranging the inspection.  Where Site Managers arrange the work themselves it must be ensured that the engineer holds the relevant Gas Safe registration to do the work e.g. commercial / domestic / catering.

Anglesey Council employees should not use gas appliances unless they have received training in its use.  This includes the re-ignition of gas boilers. If a boiler shuts down for any reason, Site Managers should contact the Property Department help desk immediately. 
Access to boiler rooms must be strictly controlled. Boiler rooms must not be used for general storage and must be locked at all times.


Rhestrwch yr offer nwy sydd yn yr adeilad isod:

List below all gas appliances on site:

Rhan / Section 16
Hyfforddiant / Training

	Bydd lefel yr hyfforddiant a ddarperir ar gyfer y staff ar ddiogelwch tân gan Gyngor Mon, yn gymesur â'r lefelau cyfrifoldeb. Cyfrifoldeb Rheolwyr Llinell yw adnabod anghenion hyfforddi eu staff a sicrhau eu bod yn derbyn yr hyfforddiant hynny.   Gall hyn olygu bydd angen i Reolwyr Safle gydlynu hefo Rheolwyr Llinell mewn rhai amgylchiadau e.e. hyfforddiant marsialyddion tân.

HOLL STAFF

Rhaid i’r holl staff dderbyn gwybodaeth sylfaenol ynglŷn â thân gan eu Rheolwr Llinell ar y diwrnod cyntaf yn y gwaith.  Dylai hyn gynnwys yr hyn y dylid ei wneud os bydd achos o dân; yr hyn y dylid ei wneud os canfyddir tân; gweithdrefnau gwacáu, a chynefino’r gweithwyr gyda’r diangfeydd tân a’r mannau ymgynnull. Dylid darparu hyfforddiant gloywi yn flynyddol. Bydd ymarferion tân rheolaidd hefyd yn ffordd o ddarparu gwybodaeth ar gyfer defnyddwyr yr adeilad ac atgyfnerthu’r hyfforddiant a ddarparwyd eisoes.   

RHEOLWYR 

Bydd Rheolwyr yn derbyn hyfforddiant ychwanegol gan berson cymwys ynglŷn ag Asesiadau Risg Tân, fel eu bônt yn medru ymgymryd ag asesiad risg ar unrhyw broses o fewn eu rheolaeth sy’n peri risg tân.   

RHEOLWYR SAFLE

Bydd y Rheolwyr Safle yn derbyn hyfforddiant sy’n benodol ar gyfer eu dyletswyddau. Bydd yr hyfforddiant hwn yn darparu manylion o’r gwahanol brofion a gwiriadau angenrheidiol, ynghyd a gwybodaeth am weithdrefnau brys ac ymarferion tân.

MARSIALYDDION TAN

Bydd y Marsialiaid Tân yn derbyn hyfforddiant ar ddefnyddio offer ymladd tân. Darperir yr hyfforddiant hwn ar gyfer Marsialiaid Tân yn unig, ac felly, ni ddylai unrhyw berson arall sydd heb dderbyn hyfforddiant geisio diffodd tân.
	The level of training provided to staff by Anglesey Council on fire safety is commensurate with the level of responsibilities. It is the Line Managers’ responsibility to identify the training needs of their staff and ensure that staff receive that training. This will require Site Manager to liaise with Line Managers in some circumstances e.g. Fire Marshal training.

ALL STAFF

All staff must receive basic fire information by their Line manager on their first day of work.  This should include the action to be taken in the event of a fire, action on discovering a fire, evacuation procedures, and familiarisation with emergency exits and assembly points. Refresher training should be provided periodically. Regular fire drills are also a means of providing information to building users and reinforcing the training that has already been provided. 

MANAGERS

Managers receive additional health and safety training by a competent person so that they may carry out risk assessments on any processes within their control which poses a risk of fire.   

SITE MANAGERS

Site Managers receive specific training on their responsibilities.  This training will provide details of the various testing and checks required as well as information on emergency procedures and fire drills.

FIRE MARSHALLS

Fire marshals should receive training on the use of firefighting equipment.  This training is only provided to Fire Marshals, and therefore no other untrained person should attempt
 to extinguish a fire
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