

[image: image1.png]duca’(‘ on and Library Bo
ar,
o4

SOU’mem =




[image: image2]

AN INTRODUCTION TO YOUR LOG BOOK
This fire safety log book has been prepared to assist School Principals 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.

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

CONTENTS OF LOG BOOK
· Useful Telephone Contacts
· Fire Service Inspection Log

· Record of Fire Risk Assessments
· General Fire Safety & Fire Prevention
· Fire Instruction and Training for Employees
· Record of Staff Training and Instruction
· Record of Fire Drills and Evacuations
· Routine Weekly Inspections
· Fire Alarm System – Routine Weekly Inspection
· Weekly Record of Fire Alarm Test
· Emergency Lighting Systems
· Record of Emergency Lighting Testing
· Fire Extinguishers
· Fire Extinguishers Record of Tests and Inspections
· Fire Resisting Doors and Means of Escape Record of Tests and Inspections
· Record of Tests and Inspections of Hose Reels
· Record of Portable Appliance Testing
· Record of Electrical Appliance Testing
	USEFUL TELEPHONE CONTACTS

IN AN EMERGENCY DIAL 999




	Contact


	Number

	Fire Alarm Maintenance


	

	Local Fire Service Contact


	

	Board Maintenance Officer – Building


	

	Board Maintenance Officer – Electrical


	

	Responsible Person


	

	Premises Details (Address) 


	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


FIRE SERVICE INSPECTION LOG
	Date


	Inspecting Officer (print  name)
	Inspecting Officer (signature)
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RECORD OF FIRE RISK ASSESSMENT

The fire risk assessment and log book should be available at all times for inspection by the fire and rescue services.

	Date
	Assessor

(Name of Company)
	Comments
	Review Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


GENERAL FIRE SAFETY
Means of Escape
· Fire doors are provided to prevent the spread of heat and smoke

· Keep them shut and never prop them open or remove self-closing devices, unless doors have automatic closers installed which are linked to the fire alarm system.

· Keep corridors and stairways clear of storage and waste material.

· Ensure that final exit doors can be readily opened from the inside without the use of a key.

· Keep areas outside final exit doors clear of obstructions at all times.

· Always ensure that exits and access routes, which are not in normal use, are clearly indicated, with the exit signs visible from the furthermost part of a room.

Fire Alarm System
· Always ensure that the fire alarm system is in working order and designated staff know how to use it and all staff know what action to take on hearing the alarm.

Fire-Fighting Equipment
· Ensure that all staff know where the extinguishers are sited and adequate numbers of staff know how to operate them safely.

· Always ensure that they are inspected and maintained regularly.

Emergency and General Lighting
· Ensure that all lighting systems are checked and maintained regularly.

· Replace any defective bulbs/components immediately or ensure they are reported to the maintenance helpdesk. 

Instructions to Staff 
· Ensure all staff are aware of their responsibilities in the event of an emergency, through induction training and regular refresher training.
Guests
· Ensure that all occupants/visitors to the premises are aware of the actions to take in the event of an emergency.

Heating
· Boiler houses should be kept clear at all times and not used as extra storerooms. 

· Switch rooms should be kept clear at all times and not used as extra storerooms.

Arson

Help to protect your premises against arson by:
· Locking away any flammable liquids or gases.
· Effectively secure your premises at the end of the day.
· Keep refuse and debris secure and away from the perimeter of the building.

FIRE PREVENTION 

The following procedures are essential for all Properties:

· At the end of the day ensure all windows are shut.

· Fire doors should be closed, unless on automatic hold-open devices.  The use of door wedges/boxes of photocopying paper etc to prop open or blocking fire doors is dangerous and a violation of the Fire Regulations.
· All non-essential electrical equipment should be switched off when not in use and at the end of the day ie kettles. 
· Ensure emergency exits and access routes are not cluttered or used for storage and an effective system of rubbish disposal must be in place.
· Ensure all final exits are capable of being opened in the event of an emergency.
· Staff should report any restrictions in escape routes or faults in the fire precautions arrangements to their line manager.
· No personal electrical items are to be used in the school unless they hold a current Portable Appliance Test Certificate (ie within the last six months) and a Line Manager has given approval for the item to be used.
· Promptly disconnect cracked, frayed or broken electrical cords and call the appropriate maintenance personnel.
· Keep extension cords clear of doorways and other areas where they can be stepped on or chafed and never plug one extension cord into another.
· Supervisors must satisfy themselves that they are familiar with the fire precautions arrangements for their area of responsibility and that the arrangements are brought to the attention of their staff (normally through induction procedures).
· Do not remove fire extinguishers from their locations.

FIRE INSTRUCTION AND TRAINING FOR EMPLOYEES
All Staff should be provided with induction training and refresher training at regular intervals.

Fire instruction and training should be given to employees so that they are aware of the following:
· What to do on discovering a fire

· How to sound the fire alarm

· What to do on hearing the fire alarm
· Where the fire extinguishers are located and how to use them (if safe to do so and staff have been trained in their use)
· The escape routes from the building

· The location of assembly points

· How to call the Fire Service and who is responsible for calling the Fire Service

· The arrangements for the evacuation of people with special needs
· The importance of good housekeeping and the dangers associated with obstructing fire resisting doors.
FIRE INSTRUCTION NOTICES

Printed notices should be displayed in suitable positions throughout the building stating in concise terms the actions to be taken by both staff and visitors in the event of a fire alarm activation.

The instructions should convey the following information:
· What action to take on discovering a fire
· What to do if an alarm is activated
· Who calls the emergency services and how
· Where to assemble

RECORD OF STAFF TRAINING AND INSTRUCTION

	Date
	Employee Name
	Department
	Nature of Instruction
	Review Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


RECORD OF FIRE DRILLS AND EVACUATIONS
Staff, and other regular users of the premises, should be familiar with escape routes and exits, to ensure they can exit the premises quickly and safely. 

Fire Drills/Evacuations should take place every term
	Date
	Nature of Drill
	Approx. number of people taking part
	Evacuation Time
	Person in Charge
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


ROUTINE WEEKLY INSPECTIONS

The following weekly visual inspections should be carried out by a responsible person from the premises e.g. building supervisors as part of their routine school inspection, and include:

Escape Routes and Exits:

· All escape routes are clear of any obstructions.

· All exits are capable of being opened in the event of a fire.

· All fire doors are closed, unless on hold open devices.

Extinguishers, Fire Blankets and Fire Buckets:

· All are in their proper position.

· None have been discharged or lost pressure (where applicable).
· None have suffered obvious damage.

Fire Safety Signs and Fire Instructions:

· All are in place, clear and unobstructed.

Emergency Lighting:

· Every lamp in a maintained system is lit.

· Any previous faults have been rectified.

All faults should be recorded and prompt remedial action taken.  

FIRE ALARM SYSTEM- ROUTINE WEEKLY INSPECTION
Daily visual check 

· Inspect the main panel for normal operation of the system

Weekly test of Fire Alarm System

The following weekly inspection should be carried out by a responsible person and details recorded: 

· The panel indicates normal operation.

· Any previous recorded faults have been rectified.

· Audibility of the alarm should be confirmed.

· Manual call points are tested in rotation.

· Each zone should be tested in strict rotation.

· Each time a zone is tested a different call point should be tested.

· Each zone should be tested at least quarterly for a monitored system and weekly for an unmonitored system.

· Ensure the automatic door release system is working correctly.

Quarterly and annual inspection of the alarm system should be carried out by the installer and details recorded in the log book. 
WEEKLY RECORD OF FIRE ALARM TEST
	Date


	Fire Alarm

Call Point Location or Number Activated
	Automatic Door Release

Satisfactory Yes / No
	Fault (Specify)


	Remedial Action Taken


	Fault Cleared


	Signature



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


WEEKLY RECORD OF FIRE ALARM TEST

	Date


	Fire Alarm

Call Point Location or Number Activated
	Automatic Door Release

Satisfactory Yes / No
	Fault (Specify)


	Remedial Action Taken


	Fault Cleared


	Signature



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


WEEKLY RECORD OF FIRE ALARM TEST

	Date


	Fire Alarm

Call Point Location or Number Activated
	Automatic Door Release

Satisfactory Yes / No
	Fault (Specify)


	Remedial Action Taken


	Fault Cleared


	Signature



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


EMERGENCY LIGHTING SYSTEMS

Emergency Lighting: Because of possible failure all tests should be undertaken at times of least risk.  Regularly inspect the system for cleanliness, particularly luminaries.  Battery banks and generators should be checked following the manufacturer’s instructions.

· Daily test – check that any previous faults have been rectified, that every lamp in a maintained unit is lit, that the control panel indicates normal.  Ensure any fault found is recorded in the log book and acted upon.

· Monthly test of self-contained luminaries, flick test of each light, by simulation of a failure of the normal lighting supply, for sufficient time to allow all luminaries to be checked for proper function.

· Six monthly test of self-contained and central battery systems, by simulation of a failure of the normal lighting supply for a continuous period of 1 hour for 3 hour duration units and 15 minutes for 1 hour units.  During the test check all luminaries for proper function.

· Three yearly tests for full duration of self-contained and central battery systems which have specified duration category in excess of one hour.  During the test check all luminaries for proper function.

EMERGENCY LIGHTING – RECORD OF TESTS

	Date
	Satisfactory

Y/N
	Remedial Action Required (Specify)
	Date Fault cleared
	Print Name

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EMERGENCY LIGHTING – RECORD OF TESTS

	Date
	Satisfactory

Y/N
	Remedial Action Required (Specify)
	Date Fault cleared
	Print Name

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FIRE EXTINGUISHERS

· Monthly inspection to ensure that they are in their proper position and have not been discharged, or lost pressure (those fitted with pressure indicator), or suffered obvious damage.

· Annual inspection.  (This is arranged by the NEELB and carried out under a Board contract)
Fire extinguishers are located to assist with the means of escape.

There are 4 main types of fire extinguisher:

· Water
· Foam
· Dry Powder
· Carbon Dioxide.
Fire extinguishers now have all red bodies with a zone of colour up to 5% to indicate the type of extinguisher.

	Type of Extinguisher
	Colour
	Application



	Water
	All Red


	Paper, wood, textile and fabric

	Foam
	Red with a band of Cream


	Flammable liquids, paper, wood, textile and fabric



	Dry powder
	Red with a band of Blue


	All types of fire



	Carbon Dioxide


	Red with a band of Black


	Electrical fires, flammable liquids and flammable gases.


FIRE EXTINGUISHERS RECORD OF TESTS AND INSPECTIONS
	Date
	Location or Number
	Inspected or Tested
	Satisfactory Y/N
	Remedial Action taken
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FIRE RESISTING DOORS AND MEANS OF ESCAPE

RECORD OF TESTS AND INSPECTIONS

Monthly Inspection

	Date
	Location or Number 
	Satisfactory Yes/ No
	Remedial Action
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


FIRE RESISTING DOORS AND MEANS OF ESCAPE

RECORD OF TESTS AND INSPECTIONS

Monthly Inspection

	Date
	Location or Number 
	Satisfactory Yes/ No
	Remedial Action
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


HOSE REELS RECORD OF TESTS AND INSPECTIONS

Where hose reels are provided as the means for fighting fire they should be maintained accordingly;

· Regular inspections for leaks and correct operation.

· Annual test when 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 water tight, carried out by Board contractors along with fire extinguisher annual testing.

	Date
	Result of Inspection – Any faults detected
	Remedial Action Taken 
	Fault Rectified (Date)
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


RECORD OF PORTABLE APPLIANCE TESTING – ANNUALLY

(ONLY RECORD ITEMS WHICH FAIL)
	Date
	Action taken with failed items

(Dispose/ repair list items) 
	Testing

Company 
	Tester Name (Print)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RECORD OF ELECTRICAL SYSTEMS – 5 YEARLY

	Date
	Fault Identified
	Actions Taken to Remedy
	Testing Company
	Tester Name (print)
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