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1. Introduction
This fire safety logbook has been prepared to assist Property Managers, Facilities Managers and other responsible persons to co-ordinate and maintain a fire safety record keeping system.

Whilst this book is not comprehensive it seeks to cover the main requirements for demonstrating compliance with current fire safety legislation.

It is recommended that this logbook be kept in a loose-leaf format with new record keeping pages photocopied or downloaded when required.

The logbook should be kept up to date and readily accessible for inspection by the enforcing authority when required.

For further guidance on Fire Safety, please follow this link: http://www.mycompasshse.co.uk/2776.htm
It should be noted that it is an offence for a person to knowingly make a false entry.

2. Notes on Tests, Frequencies etc.
	Equipment / Subject


	Frequency
	Action
	Logbook Record Required

	Fire Alarms
	Daily (
	Panel inspection – for normal operation 
	No

	
	Weekly (
	Test the system – operate from different call points, zones alternately 
	Yes

	
	Quarterly (

	Inspection and test. 
	Yes

	
	Annually (
	Inspection and test 
	Yes

	Hose Reels
	Annually (
	Regular inspections for leaks and correct operation. 
	Yes

	Fire Extinguishers
	Monthly (
	Inspection to ensure that they are in the correct location and have not been discharged. 
	Yes

	
	Annually (
	Regular inspection 


	Yes

	Smoke and Heat Detectors
	Annually (
	Inspection and test 
	Yes

	Automatic Hold Open Devices for Fire Doors and Shutters
	Weekly (
	Inspection and test in conjunction with the fire alarm test - check that they release and close fully. 
	Yes

	Emergency Lighting
	Monthly (
	Simulate failure of normal lighting and check them all. 
	Yes

	
	6 Monthly(
	Simulate failure of normal lighting for a continuous period (time depending on the spec of the system) and check them all. 
	Yes

	
	1 & 3 Yearly (
	After 3 years then annually – Inspection and test. 
	Yes

	Smoke Ventilation
	Weekly (
	Check correct operation during Fire Alarm test. 
	Yes

	
	Annually (
	Inspection and test. 
	Yes

	Sprinkler
	As Reqd
	Refer to system instructions.
	Yes

	Visits by Fire Officer
	Ad Hoc (
	Record visits, actions, comments, recommendations etc 
	Yes

	Fire Drill
	Twice per Year (
	Practice evacuation of the premises. 
	Yes

	Fire Training - Staff
	Annually (
	Instruct staff in what to do in a fire emergency. 
	Yes

	Fire Training - Marshals
	Annually (
	Instruct Fire Marshals in their duties. 
	Yes


(  By Responsible Person e.g. PM / FM

(  By Competent Person - It is strongly recommended that a maintenance contract be taken out with a competent person / firm (e.g. registered with BAFE for fire fighting equipment and  similarly for other specialist fire-safety / fixed fire fighting installations such as sprinklers / smoke control systems, dry risers, fire fighting lifts etc.). 

3. Local Contacts and Instructions
Insert Here:

· Useful Contact Names and Numbers
· List of Competent Persons e.g. Fire Marshals, Chief Fire Marshal
· Local Emergency Procedures

e.g. Evacuation Plans, Bomb threat plans

4. Fire Risk Assessment and Floor Plans

For a copy of the Compass Group UK & Ireland Fire Risk Assessment, please follow this link: http://www.mycompasshse.co.uk/2785.htm
Insert Here:

· Premises Fire Risk Assessment

· Floor Plans showing location of Fire Escapes, Extinguishers etc
5. Evacuation and Training
Insert here:

· Notes on Fire Training
· Records of Fire Doors and Means of Escape Inspections
· Records of Evacuation Practice
· General Fire Training Records

Notes on Fire Training and Drills
Fire instructions should be given to staff so that they are aware of the following:

· What to do if they discover a fire

· How to sound the fire alarm

· What to do if they hear the fire alarm

· Where the fire extinguishers are located and how to use them (if it safe to do so)

· The escape routes from the building

· The whereabouts of the assembly points

· How to call the Fire Service

· The arrangements for the evacuation of people with special needs

· The dangers associated with the obstruction of fire exits and the wedging open of fire doors

Instructions should be given:

· At Induction and or as soon as possible at the commencement of employment

· Refreshed every year

Fire Drills should be carried out:

· Twice yearly

· All employees MUST evacuate the premises regardless of seniority or commitments
6.  Fire Alarm System Records
Insert here:

· Notes on Fire Alarm testing

· Description of local Fire Alarm System
· Records of Fire Alarm testing
· Installation Certificates

· Fire Alarm System Drawings

Notes on Fire Alarm System – Inspections and Tests
The fire alarm test should be carried out in accordance with the manufacturer’s instructions and/or the current British Standard, whichever is most appropriate.
IT IS IMPORTANT THAT ANY TESTING OF THE FIRE ALARM SHOULD NOT RESULT IN A FALSE SIGNAL OF FIRE
Daily - Inspect the panel for normal operation of the system. Where provided, check that the connection to the monitoring centre is functioning correctly.

Weekly - Test and examine to ensure that the system is capable of operating under alarm conditions, namely:

Operate trigger device (manual call point or detector) or end of line switch on a zone circuit. Zones should be tested in strict rotation, each zone being tested at least quarterly for a monitored system and weekly for an unmonitored system. Each time a zone is tested a different trigger device should be used. Where appropriate inform the monitoring control centre prior to the test.

Examination of batteries and connections, including electrolyte level.

Quarterly and annual inspection and test - These should be carried out by a competent person.

Fire Detectors
Regular visual inspection of detectors for damage, unusual accumulation of dirt, heavy coats of paint and other conditions likely to interfere with the correct operation of the detector.

All detectors should be checked and tested for correct operation and sensitivity in accordance with manufacturer’s instructions and current British Standard.

Automatic door releases activated by the fire alarm system
Weekly - In conjunction with the fire alarm test, check that all the doors are being released and closing fully into the door rebates.

NB: All checks, tests and maintenance including faults and actions taken to rectify such should be recorded. The date faults are rectified should also be recorded.
7. Emergency Lighting
Insert Here:

· Notes on Emergency Lighting testing

· Description of local Emergency Lighting System
· Records of Emergency Lighting testing
· Installation Certificates

· Emergency Lighting System Drawings

Notes on Emergency Lighting System Testing
The emergency lighting test should be carried out in accordance with the manufacturer’s instructions and/or the current British Standard, whichever is most appropriate.

Weekly 
Visual inspection of any central control unit to check that emergency lighting system is in operation.
Monthly 
Simulation of the failure of normal lighting supply for sufficient time to allow all luminaires to be checked for proper function.

Monthly
(Automatic system). The results of the automated tests should be recorded.

For Manual Systems 
A: Each luminaire needs to be tested. This is usually by means of a test key switch which interrupts the power supply to the light fitting and simulates a power failure. This only needs to be done to check that the lamps are working and does not need to drain the batteries.
B: Upon completion of the test and the power restored the LED indicator lights come on to indicate that the fittings are receiving a charge to the batteries.
C: For central supplied systems with remote battery or generators checks are made on the standby supplies as recommended by the manufacturer.
D: The test results are recorded in the system log book.
Annually
(Automatic system.) The results of the automated tests should be recorded.

For Automated Systems
A:  Each luminaire needs to be tested. This is usually by means of a test key switch which interrupts the power supply to the light fitting and simulates a power failure. This should be for the full rated duration of the luminaire
B:  Upon completion of the test and the power restored the LED indicator lights come on to indicate that the fittings are receiving a charge to the batteries.
C:  For central supplied systems correct operation of the system monitors are checked

D:  For central supplied systems with remote battery or generators checks are made on the standby supplies as recommended by the manufacturer.
E:  Generator sets are to meet the requirements of ISO 8528-12
F:  The test results are recorded in the system log book
G:  A certificate is supplied to the person ordering the work/or to the person responsible for the safety systems of the premises
NB: All checks, tests and maintenance including faults and actions taken to rectify such should be recorded. The date faults are rectified should also be recorded.
8.  Hose Reel Records
Insert Here:

· Notes on Hose Reel Testing

· Description of Hose Reel Systems
· Records of Hose Reel testing
· Installation Certificates

· Hose Reel System Drawings

Fire Fighting Equipment - Hose Reels
Hose reel testing should be carried out in accordance with the manufacturer’s instructions and/or the current British standard, whichever is most appropriate.
Once a year the hose should be completely run out and subjected to operational water pressure to ensure that the hose is in good condition and that all couplings are watertight.

Nb: all checks, tests and maintenance including faults and actions taken to rectify such should be recorded. The date faults are rectified should also be recorded.
9. Portable Extinguisher Records

Insert Here:

· Notes on Extinguisher testing

· Description on Extinguishers used
· Records of Extinguisher Inspection / Testing
· Installation Certificates

· Fire Extinguisher Location Drawings

Notes on Fire Extinguisher Testing
The portable fire extinguisher(s) test should be carried out in accordance with the manufacturer’s instructions and/or the current British Standard, whichever is most appropriate.

Monthly - Check to ensure they are in position, not discharged, damaged or have lost pressure (if fitted with a pressure indicator).

Annually - Portable fire fighting equipment should be inspected by a competent person in accordance with the manufacturer’s instructions.

NB: All checks, tests and maintenance including faults and actions taken to rectify such should be recorded. The date faults are rectified should also be recorded.
10. Smoke Ventilation System
Insert Here:

· Notes on Smoke Ventilation Systems

· Description of local Smoke Ventilation System
· Records of Smoke Ventilation testing 

· Installation Certificates 
· Smoke Ventilation System Drawings

Notes on Smoke Ventilation System Testing
The ventilation system test should be carried out in accordance with the manufacturer’s instructions in order to meet the requirements of the current British Standard.

Weekly - During the fire alarm test check that all smoke ventilators and smoke curtains have operated correctly and that they are properly re-set at the conclusion of the test.

Annually - The system should be tested by a specialist engineer in accordance with the current British Standard.
11. Sprinkler System Records
Insert Here:

· Notes on Sprinkler System testing

· Description of local Sprinkler System
· Records of Sprinkler System testing 

· Installation Certificates

· Sprinkler System Drawings

Notes on Sprinkler Systems - General
The installer should provide to the occupier an inspection and checking programme for the system. The programme should include instruction on the action to be taken in respect of faults, operation of the system, in particular the procedure for emergency manual starting of any pumps and details of the daily and weekly routines.

Daily Routine
Fire Service monitoring station alarm connection - If the circuits are not continuously monitored, the equipment for automatic transmission of alarm signals from a sprinkler installation to a monitoring centre shall be checked for:

· Continuity of connection

· Continuity of the connection between the alarm switch and the control unit
Pressure Tank - If not automatically controlled the water level and air pressure in a pressure tank providing a duplicate supply shall be checked and immediately corrected if necessary.

Weekly
Checks - The following shall be checked and recorded:

· All water and air pressure gauge readings on installations, trunk mains and pressure tanks

· All water levels in elevated private reservoirs, rivers, canals, lakes, water storage tanks (including pump priming water tanks) and pressure tanks

Water Motor Alarm Test - Each water motor alarm shall be sounded for not less than 30 seconds.

Automatic Pump Starting Test - Tests on automatic pumps shall include instructions to:

· Check the fuel and engine lubricating oil levels in diesel engines

· Reduce water pressure on the starting device, thus simulating the condition of automatic starting

· When the pump starts record the starting (cut-in) pressure and check that it is correct

Diesel Engine Restarting Test - Immediately after the pump automatic start test, diesel engines shall be tested as follows:

· Run the engine for 30 minutes or for the time recommended by the manufacturer, whichever is the longer, shut down the engine and immediately use the manual start test button and check that the engine restarts

· Check the water level in the primary circuit of closed circuit cooling system

Lead Acid Plant Batteries - The electrolyte level and density of all lead acid Plant cells (including diesel engine starter batteries and those for control panel power supplies) shall be checked. If the density is low the battery charger shall be checked and if this is working normally, the battery(s) affected shall be replaced.

Life Safety - The mode (fully open or fully closed as the case may be) monitoring system for stop valves (including zone valves) on life safety installations shall be tested for satisfactory operation.

Quarterly/Six Monthly/Annual Routines
The service and maintenance schedules detailed in the current British Standard should be carried out by a competent person who will supply the user with a signed, dated report of the inspection.

Records
All tests shall be recorded in the appropriate space on the Record of Test sheets.

Defects and remedial work required/carried out should be recorded on the Faults Record sheet.

Copies of the service and maintenance schedule report should be attached to the Fire Log Book.
12. Fire Service Facilities / Equipment
Insert Here:

· Notes on Equipment and Facilities

· Dry / Wet Riser Location Drawings

· Records of Dry / Wet Riser Tests
· Installation Certificates
· Records of Fire Fighting Lift Testing

Notes on Equipment and Facilities

Fire Mains: Risers etc.
Six Monthly
The following should be checked:

a. That inlets, landing valves, drain valves, door hinges and locking arrangements for inlet and landing valve boxes are ready for immediate use, and that spindles, glands and washers are in a satisfactory condition.
b. For wet mains:
i. Booster pumps and their associated mechanical and electrical apparatus are fully operational;
ii. That storage tanks are full of clean water.

Annual
Arrange for annual inspections and tests to be carried out by competent persons, any defects to be logged and the necessary action taken, and ensure that certificates of satisfactory testing are received.

Evacuation Lifts and Fire-fighting Lift Installations:
Weekly Checks
Check the operation of the evacuation and fire fighting lift switch(es).
Monthly Checks
Simulate the failure of the primary power supply. If a generator provides the standby power supply, it should energize the lift(s) for at least one hour.
Six Monthly
Continued:

Inspection and testing is to be carried out by competent persons on fire fighting lift(s) and for any defects found to be logged, and the necessary action to be taken, and ensure that certificates of satisfactory testing are received.

Annual
Arrange for annual inspections and tests to be carried out by competent persons, any defects to be logged and the necessary action taken, and ensure that certificates of satisfactory testing are received

13. Incidents - Visits - Defects – Miscellaneous

Insert Here:

· Fire Incident Records
· Records of Visits by Fire Service Officers
· Records of Miscellaneous Fire Equipment testing as required
· Records of work carried out on Fire equipment/systems

· Other fire records as required 
Visits by Fire Service Inspector/Crew 

Fire and Rescue Service crews will periodically visit premises for familiarisation purposes in the event of them being called to a fire in the building. The fact that a Fire and Rescue Service visit has taken place should not be interpreted as an endorsement of fire safety measures and procedures in the premises.
Name; - 





Position; - 





Contact Number; - 








                  Fire Log Book - SC/03/12    


                                                        Page 2 of 26

