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	SUBJECT:
	FIRE MAINTENANCE / TEST PROCEDURES




FIRE DRILLS

	TERMLY
Fire Evacuations must be carried out at least once in each term.
	Ensure all occupants are able to evacuate to a place of safety in a reasonable time. (3 Mins.)
	Record details of drill, evacuation time and any problems.


FIRE ALARM PANEL / SYSTEM

	DAILY
	Check fire alarm panel for normal working conditions
	Report any faults
and actions    

	WEEKLY

	Fire alarm audibility test conducted by site with a different call point tested each week in rotation. Number each call point for identification.  (each zone to be tested every 13 weeks)
Check alarm is audible in all areas (test to be carried out during full occupation)
Check that any fire doors on automatic door closures linked to the fire alarm are closing properly.
Check any doors fitted with electromagnetic locks are released.
	Record details of call point test and call point number Repair / replace defective units


	SIX MONTHLY
	For systems with battery back up a six monthly battery check by a competent service engineer is required. 

This check may also include 50% of the  automatic smoke / heat detectors, sounders and manually operated devices

	Site to keep maintenance records

	ANNUALLY 

For 230 volt systems without battery back up


	An annual test and examination of the alarm system by a competent service engineer is required.
Test and examination of alarm system by competent service engineer including all automatic smoke / heat detectors, sounders and manually operated devices.
	Site to keep maintenance records.


MEANS OF ESCAPE
	DAILY
	Check for any obstructions on escape routes (internally and externally)

Doors: check self closing devices, and that push bars/ other emergency fastening devices are operational
	Site to record details and actions only if there is a fault

	WEEKLY
	Check all internal fire doors for 

ease of opening, that they are a good fit, closing fully, fire door seals 

and self closures working correctly, correctly signed etc.
	Site to record details and actions 

only if there is a fault

	MONTHLY
	Check all electronic release mechanisms on escape doors work correctly (i.e. fail safe in the open position on activation of alarm / loss of power) 
	Site to record details and actions only if there is a fault


FIRE FIGHTING EQUIPMENT

	WEEKLY
	Check all extinguishers, hose reels
, fire blankets etc.  are available for use, undamaged and unobstructed. 
Extinguishers properly affixed to wall brackets or on plinths.

Check for any evidence of tampering.


	Site to record details and actions only if there is a fault

	ANNUALLY

	Full check and test of extinguishers, fire blankets and hose reels by competent service engineer.  
	Maintenance records to be kept on site.


FIXED SYSTEMS (WHERE APPLICABLE, e.g. Sprinkler systems)
	Frequency specified by installer


	Programme of inspections and checks dependant on type of system and to be specified by installer.

e.g. weekly checks on water and air pressure gauge readings, water levels in storage tanks. Weekly test on automatic pump and diesel engines etc.
	Site to record details and actions only if there is a fault

	ANNUALLY or to insurance / installers  guidelines
	Formal inspection and testing of fire sprinkler system
	Maintenance records to be kept on site.


EMERGENCY LIGHTING (WHERE APPLICABLE)
	DAILY
	Check indicator lights functioning (report faults to contractor)

Operate and replace batteries in torches if necessary.
	Site to record details and actions only if there is a fault

	MONTHLY
	In house operational test for a short period (a maximum of one quarter of the rated duration). 
	Maintenance records to be kept on site.

	YEARLY 
	Emergency lighting full duration discharge test by competent person.   
	Maintenance records to be kept on site.


GUIDANCE FOR KEEPING A FIRE LOG BOOK

1.0
Introduction
1.1
To assist with the fire risk assessment under The Regulatory Reform (Fire Safety) Order 2005, it is necessary to maintain a ‘log book’ in which the results of all routine maintenance and testing, should be recorded, (as applicable to the particular premises) e.g.;

· Fire Alarm;
· Emergency Lighting;
· Means of Escape;
· Fire Fighting Equipment;
· Active and passive fire safety systems and construction;

1.2
Details of ‘Fire Instruction’ given to employees should be recorded, together with the following information,

· Date of the instruction or drill;
· Duration of the instruction or drill;
· Name of the person giving the instruction;
· Names of the persons receiving the instruction;
· Nature of the instruction or drill;
2.0
The Log Book
2.1 The attached sheets are a suggested layout, which will comply with the above. In addition a record of visits to the premises by an Inspecting Officer of the Fire Authority should be maintained.
2.2 The ‘Log Book’ should be maintained in current order, and kept readily available, for inspection by an authorised officer of the Fire Authority.
2.3 It is also recommended that evidence of equipment maintenance and staff training is retained within these log books.
ALARM TEST SHEET
Frequency of test:  In accordance with the relevant system standard.

Daily, weekly, annually. 

	Date
	Call Point Number or Location
	Audible and visual warning devices working
(Yes / No)
	Electronic /Automatic Doors Functional

(Yes / No)
	Tested By Print Name
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


DEFECTS

	Date
	Item
	Action
	Rectified By
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Evidence of the required Annual / 6 monthly tests as per the current British/European Standard must be demonstrated in the form of a full report or detailed invoice from a competent service engineer. Compliance of the relevant standard must be confirmed.




















MEANS OF ESCAPE CHECK SHEET RECORDS OF DEFECTS / OBSTRUCTIONS ETC  

Frequency of test: Daily, weekly, annually.   

· Exit Door fastenings operable 
· Exit Signs clear
· Escape routes clear and Unobstructed
· Fire Doors Closed, Self closers working
	Date
	Item
	Defect / 

obstruction etc
	Action
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FIRE FIGHTING EQUIPMENT RECORDS OF DEFECTS
Frequency of test: Weekly, annually.   

· Hose reels and extinguishers available for use and unobstructed

· Extinguishers properly affixed to wall brackets

	Date
	Location or number
	Defect
	Action 
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Evidence of the required annual checks must be demonstrated in the form of a full report or a detailed invoice from a competent service engineer. Compliance with the current British/European standard must be confirmed.  

EMERGENCY LIGHTING TEST SHEET

Frequency of test:   In accordance with relevant system standard.

Daily, monthly, annually
	Date
	Location or number
	Satisfactory 

Yes / No
	Tested By

 Print Name
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


DEFECTS

	Date
	Item
	Action
	Rectified By
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Evidence of the required annual and full duration tests as per the current British/European standard must be demonstrated in the form of a full report or a detailed invoice from a competent service engineer. Compliance of the relevant standard must be confirmed.    

FIRE INSTRUCTION AND DRILLS - RECORD OF WHEN GIVEN
	Termly Evacuation Drill



	Date / time
	 Time taken to Evacuate 
	  Carried out By
	Observations / actions 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


STAFF TRAINING
Frequency of training: On Induction, termly drill, annually.


	Date
	Duration
	Persons Instructed
	Subject
	Instructed By

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


� Fire hose reels may well be able to be removed and capped off, approval for this should be 


sought from your district Fire and Rescue officer 
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