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FIRE SAFETY LOG BOOK

INTRODUCTION

This Fire Safety Log Book is designed for use by the appointed fire officer to help them in their responsibility for the fire safety of people and premises.

The principal purpose of the Log Book is to enable an employer to keep adequate records of a wide range of fire safety related actions, some of which may be a requirement for the Fire Risk Assessment or condition of registration or licence.

Different users will have their own requirements for different quantities of the forms, which can be met by making photocopies of the forms in question, using the master copies.

MEANS OF ESCAPE

Daily Checks

The means of escape should be inspected at the start of each day’s business.  A responsible person must check that the escape routes are clear of obstruction.  This includes checking the route outside the building to a place of safety (the assembly point).

Exit doors must be unlocked and able to be opened easily and fully.

Fire Safety signs must be in place, visible and illuminated where necessary.

Monitoring to guard against obstruction by work or maintenance operations should be carried out during the day.

Exit Chains (if applicable)

In premises to which the public are admitted, chains may be used to secure push bars when the public are not on the premises.  Chains must be removed before admission of the public.  A safety management system must be in operation to ensure this.  The person responsible should sign the log book to confirm that all exit chains have been removed and displayed on the chain board before opening doors to the public.

Weekly

Automatic Door Releases (if applicable)

Fire resisting doors fitted with automatic door release, which are connected to the Fire Alarm should be checked in conjunction with the fire alarm test, to ensure that all doors are being released and close fully onto their rebates.  The result of all such tests should be recorded in the logbook.

Monthly

Fire Doors and Means of Escape

All fire resisting self closing doors and all other doors used for means of escape including all final exit doors should be opened and tested for correct operation at least once monthly.  The result of all such tests should be recorded in the logbook.

General

Fire Signs

The regulations relating to fire signs have changed.  All safety signs are to incorporate a pictogram.  Signs using words are out of date now.  All safety signs must be to the new regulations from 24 December 1998.

Note:

 The graphic symbol is the regulation

 The arrow tells you the direction

 The words are good practice

Signs placed above final exit doors do not require an arrow.  In places of public assembly graphic symbol heights of 150 mm and above should be used.  Signs that already met the current British Standard will satisfy the EC Regulation.

For further information see Health and Safety (Signs and Signals) Regulations 1996.
Automatic Door Releases (Record of Tests)

Weekly

	DATE
	LOCATION
	RESULT

FAULTS & REMEDIAL

ACTION
	SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Means of Escape (Record of Tests)

Monthly

	DATE
	AREA

INSPECTED
	RESULT

FAULTS & REMEDIAL

ACTION
	SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Fire Doors (Record of Tests)

Monthly

	DATE
	LOCATION
	FURNITURE

SC OR SC/A
	RESULT/FAULTS 

& REMEDIAL

ACTION
	SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Fire Doors (Record of Tests)

Monthly

	DATE
	LOCATION
	FURNITURE

SC OR SC/A
	RESULT/FAULTS 

& REMEDIAL

ACTION
	SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Fire Alarm

Daily - Check

Inspect the panel for normal operation of the system.  Where provided check that the connection of the remove manned centre is functioning correctly.  Report any defect to a responsible person and record in the logbook.

Weekly - Test

Operate a trigger device (Manual Call Point or Detector) to sound the alarm, choosing alternatives on a strict rotational basis for subsequent weekly tests.  Make a note of the device used and record in the logbook.  If accessible inspect batteries, generator and printer and carry out any necessary maintenance.

Monthly - Test

If a generator is used start it up by simulation of a failure of the normal supply and allow it to run for at least one hour ensuring that fuel, oil and coolant levels are left topped up after the test.  The results to be recorded in the logbook.

Quarterly / Six Monthly - Test

The system should be inspected and tested by a competent person (usually an employee of the manufacturer or installer) in accordance with the current British Standard.  The results to be recorded in the logbook.

General

Even in the better regulated premises, accidents and fires can occur.  In such circumstances record should be made detailing what happened, in order to learn from the experience, or establish a pattern of faults.  A record sheet has been included for this purpose where even the smallest fire incidents can be recorded.

Further information regarding Fire Alarm Systems see British Standard BS 5839 Part 1.

Fire Alarm (Record of Tests)

Weekly

	DATE
	TEST

ZONE(S)
	TRIGGER DEVICE(S)

CALL POINT/

DETECTOR
	RESULT

FAULTS & REMEDIAL

ACTION
	SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Fire Alarm (Record of Tests)

Quarterly / Six Monthly

	DATE
	RESULT/FAULTS & REMEDIAL ACTION
	SIGNATURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Record of Fire Incidents / False Alarms

	DATE
	DETAILS OF FIRE / FALSE ALARM

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Record of Fire Incidents / False Alarms

	DATE
	DETAILS OF FIRE / FALSE ALARM

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Fire Fighting Equipment

Monthly - check

This is a simple visual check to ensure that all the extinguishers are in their proper positions and have not been discharged, lost pressure (those fitted with pressure indicators) or suffered any obvious damage.  Make a note of the quantity, type and location of extinguishers that your premises contain and record in the logbook.  A good practice is to also identify each extinguisher with a number; this will assist you in the ongoing management and maintenance of them.

As a general rule fire extinguishers should be sited on exit routes, preferably near exit doors or where they are provided for specific risks, near to the hazards they protect.  It is now also a requirement that the location of all fire fighting equipment is identified by notices, which contain a graphic symbol.  See Health & Safety (Signs and Signals) Regulations 1996.

Annual - Inspection

The annual inspection should be carried out by the contract service engineer or a suitably trained member of staff using the appropriate tools and manufacturers recommended procedures.

General

Under new standards for fire fighting equipment all new extinguishers will be RED to comply with the EC Regulation.  However a concession has been made to the UK and UK extinguishers will still retain either a label or coloured segment in the original colour coding.

i.e.,

Water


-
Red



Foam


-
Cream



CO2


-
Black



Dry Powder

-
Blue

Inevitably staff will be confronted by a mixture of extinguishers in the same building, which conform to different standards and therefore to avoid confusion must be made aware of the changes.

For further information see BS EN3. 
Fire Fighting Equipment

Inventory

	REF NO
	TYPE*
	BS EN3 OR BS5423
	LOCATION
	DATE OF

PURCHASE
	DATE

TAKEN OUT

OF

SERVICE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Fire Fighting Equipment – Annual Inspection Record

	DATE
	LOCATION/NO
	TYPE*
	RESULT

FAULTS & REMEDIAL

ACTION
	SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Emergency Lighting

Daily - Check

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

Monthly - Test

This can be done by simulation of a failure to the normal lighting supply.  Allow sufficient time for all luminaries and signs to be checked and the result of such tests to be recorded in the log book.

If a generator is used start it up by simulation of a failure of the normal supply and allow it to run for at least one hour ensuring that fuel, oil, and coolant levels are left topped up after the test.  The results to be recorded in the log book.

Six Monthly / Annual - Test

The system should be inspected and tested by a competent person (usually an employee of the manufacturer or installer) in accordance with the current British Standard.  The results to be recorded in the logbook.

General

Existing illuminated signs with the words FIRE EXIT or EXIT no longer meet the EC Regulations.  However whilst the equipment functions correctly you may supplement it with the necessary signs incorporating a graphic symbol adjacent to it, this will ensure compliance.

For further information see British Standard BS 5266 Part 1 and Health & Safety (Signs and Signals) Regulations 1996.

Emergency Lighting (Record of Tests)

Monthly

	DATE
	TEST ZONE(S)

AREA / FLOOR
	RESULT / FAULTS &

REMEDIAL ACTION
	SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EMERGENCY LIGHTING – SYSTEM TEST 

(Annual/Six-monthly)

	DATE


	RESULT / FAULTS &

REMEDIAL ACTION
	SIGNATURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Staff Training

It is important that all staff (including those casually employed) should receive basic fire training in what to do in the event of fire.

The training should focus on the following general areas:-

1.
Action to be taken in the event of fire - how to raise the alarm.

2.
Evacuation Procedures - identifying the location and use of escape routes, fire alarm call points, fire fighting equipment and nominated assembly points.

3.
How to call the Fire Brigade - premises procedures.

In addition to the above, certain members of staff in large buildings may also be nominated to carry out specific tasks in the event of fire and these should also be incorporated to ensure procedures are carried out efficiently and safely.

This training should be given as soon as possible after a person starts work and then again at least once in each 12 month period.  A record should be completed identifying each employee and the type of training received, this record should be available for inspection.

Further Information

Your local Fire and Rescue Service will offer a wide variety of customised courses tailored to suit all your needs regarding Fire Safety Awareness Training.  

Fire Instruction / Staff Training (Record of Tests)

ANNUALLY

	EMPLOYEES

NAME
	DATE
	(T) TRAINING /

(D) DRILL
	INSTRUCTOR’S NAME

(Please Print)
	SIGNATURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ANNUAL FIRE EVACUATION PRACTICE

	DATE


	TIME TAKEN
	COMMENTS / OBSERVATIONS
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