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What to Check and When
The Forms

	No
	Description

	1
	Record of weekly fire alarm/call points checks

	2
	Record of fire alarm/call point defects and faults

	3
	Record of servicing/maintenance/call out – fire alarm/call points

	4
	Record of weekly fire extinguisher checks

	5
	Record of inspection/servicing of fire extinguishers

	6
	Record of fire drill

	7
	Record of weekly inspection of means of escape

	8
	Register of emergency lighting units

	9
	Record of weekly emergency lighting inspections

	10
	Record of emergency lighting routine service/call out


 
Daily Checks 

· Remove bolts, padlocks and security devices from fire exits, ensure that doors on escape routes swing freely and close fully.  
· Check escape routes to ensure they are clear from obstructions and combustible materials and in a good state of repair.
· Check the fire alarm panel to ensure the system is active and fully operational. 
· Where practicable, visually check that emergency lighting units are in good repair and apparently working.  
· Check that all safety signs and notices are legible. 

Weekly Tests and Checks

· Test fire detection and warning systems and manually operated warning devices (manual call points) and recorded on Form 1.  
· Any fire alarm faults/defects which are discovered must be recorded on Form 2.   
· Check that fire extinguishers are correctly located and in apparent working order on and recorded on Form 4.  
· Fire doors and escape routes must be checked weekly and recorded on Form 7. 
· A Register of Emergency Lighting Units must be completed using Form 8.
· Inspections of the emergency lighting units should be recorded on Form 9.

Other Tests and Checks

· If emergency lighting faults are identified, a suitably qualified contractor must be called out. The visits must be recorded on Form 10. 
· If fire alarm faults are identified, a suitably qualified contractor must be called out.  The visits must be recorded on Form 3.

Six-Monthly Tests and Checks

· A competent person should test and maintain the fire-detection and warning system. The visits must be recorded on Form 3.
· All staff/building occupants must take part in at least one Fire Drill each year. Sufficient fire drills must be held to ensure part time workers, those absent through sickness or holidays undertake a fire drill annually. Fire drills must be recorded on Form 6.  




Annual Tests and Checks

· Fire extinguishers must be checked and inspected annually by a suitably qualified contractor. These visits must be recorded on Form 5.
· Emergency lighting must be subject to an annual 3-hour discharge test. This should be at an appropriate time when, following the test, the lights will not be immediately required to give them time to recharge fully.

5 Yearly (or as advised by appropriately qualified electrician)

· All electrical circuits to be tested (NICEIC or equivalent).
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