	Appendix …….
	Fire safety checklist


Daily
Inspect fire alarm panel-any faults? Auto dial facility operational?

Check that all fire exit doors can be opened quickly and easily.

Check that any fire door release devices are operational.

Check all corridors, stairs and escape routes are free from obstruction and slip/trip hazards (including externally).

Fire resisting doors - operating OK? - any wedged open?

Weekly
	Fire alarm call points - clear and unobstructed?

Test the fire alarm, using a different call point each week.

Flammable materials - kept away from heating appliances?

Waste disposal - quantity kept to a minimum, and safely stored?

Smoking - rules being observed?

Induction training for new staff (if required).

External waste containers to be locked in secure compound, or away from buildings.
	Fill in weekly fire safety check - record sheet.


Monthly 
	Emergency lighting (if fitted) - test to ensure working order.

Flexible power cables - number and length kept to a minimum?

Fire instructions - clearly displayed?

Fire escape signs - visible and in good condition?

Fire extinguishers in correct location and unobstructed?
	Fill in monthly fire safety check - record sheet.


Three monthly
	
	

	Fire alarm - test and maintain (contract arranged by Property Services).
	Contractor to fill in record sheet and deposit worksheet.

	Emergency lighting - test and maintain (contract arranged by Property Services).
	

	NB: If the above tests have not been undertaken, contact Property Services.

	Fire Safety Training - update session for employees, including those with special needs (night facilities).
	Fill in employee training schedule

	Fire Drill - arrange and carry out at least twice a year (Termly in schools).
	Fill in record sheet.


Six monthly 
	Fire safety training update session for employees, including those with special responsibilities (day facilities).
	Fill in employee training schedule.


Annually
	Fire extinguishers - test (contract arranged by County Supplies).
	Contractor to fill in and deposit worksheet.

	Carry out a fire risk assessment (initially).
	Produce action plan 

Produce emergency evacuation plan.

	Update fire risk assessment (subsequently)
	Renew action plan 

Re-evaluate emergency evacuation plan.
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