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Fire Safety Log Book
Use this log book to record fire safety checks, tests, servicing, drills and training at your premises. Keeping records shows you're maintaining your fire precautions and helps you spot problems early.
Under the Regulatory Reform (Fire Safety) Order 2005, the responsible person must make sure fire safety equipment and facilities are maintained in efficient working order and good repair, and that staff are given suitable training. Keep this log book somewhere safe and easy to find, and show it to your fire risk assessor, insurer or fire and rescue service when asked.
Premises and contacts
	Premises
	
	Log book started
	

	Responsible person
	
	Phone
	

	Fire alarm company
	
	Phone
	

	Extinguisher company
	
	Phone
	

	Emergency lighting company
	
	Phone
	


Recommended checks
Typical frequencies based on British Standards (BS 5839-1, BS 5266-1, BS 5306-3) and government guidance. Follow your fire risk assessment and your equipment suppliers' advice where they differ.
	Check
	How often
	Who

	Fire alarm test
	Weekly, using a different call point each time in rotation
	Trained staff member

	Fire alarm service
	At least every 6 months
	Competent fire alarm engineer

	Emergency lighting test
	Monthly short functional test
	Trained staff member

	Emergency lighting full test
	Annually, for the full rated duration (usually 3 hours)
	Competent person

	Fire extinguisher check
	Monthly visual check
	Trained staff member

	Fire extinguisher service
	Annually
	Competent service engineer

	Fire doors and escape routes
	Weekly or monthly, depending on use
	Trained staff member

	Fire drill
	At least once a year, more often for high staff turnover or shifts
	Responsible person or fire marshal

	Fire risk assessment review
	Regularly, at least annually and after any significant change
	Responsible person or competent assessor


Fire marshals and wardens
	Fire marshal / warden
	Area covered
	Date trained
	Refresher due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1  Weekly fire alarm tests
Activate a different call point each week and check the alarm sounds everywhere. Warn people before you test.
	Date
	Call point / zone tested
	Result (OK / fault)
	Action taken
	Tested by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2  Fire alarm servicing
	Date
	Engineer / company
	Faults found and action taken
	Next service due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3  Emergency lighting
Monthly: switch to battery for a short time and check every light works. Annually: full-duration test by a competent person.
	Date
	Type of test
	Result
	Faults and action taken
	Tested by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4  Fire extinguishers
Monthly: check each extinguisher is in place, visible, undamaged, with the pin and seal intact and the gauge (if fitted) in the green. Annually: service by a competent engineer.
	Date
	Check or service
	All OK?
	Faults and action taken
	Checked by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5  Fire doors and escape routes
Check fire doors close fully and aren't wedged open, seals and signs are intact, and escape routes and final exits are clear and open easily.
	Date
	Doors and routes checked
	All OK?
	Faults and action taken
	Checked by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6  Fire drills
	Date
	Time
	Time to clear building
	Number evacuated
	Problems found and action taken
	Led by

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


7  Fire safety training
	Name
	Training (e.g. induction, fire marshal, extinguishers)
	Date
	Trainer

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8  Defects and actions
Record any fault or fire safety issue found at any time, and the date it was fixed.
	Date found
	Defect or fire safety issue
	Action by
	Date fixed
	Signed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Need a fire risk assessment or fire marshal training? 3Sixty's chartered consultants can help. Call 01869 222 144 or visit 3sixtyhealthandsafety.com.
This log book is a guide. Follow your fire risk assessment and the maintenance advice for your own equipment. Print extra pages as needed.
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