	
	
	



[bookmark: _Toc218852257][bookmark: _Toc218852603][bookmark: _Toc219733976]Appendix 4: Blank maintenance logs and fire risk assessment

Landlord fire precaution records - this will help to provide evidence of your management and ongoing maintenance of the property. It can be used in conjunction with your fire risk assessment and is a tool that will enable you to note and record changes in the property which may in turn affect the hazards and risks of fire in the property.

Fire doors - must close completely from a 45º angle when room windows closed, intumescent and smoke seals must be fitted correctly.

Common parts – must be kept clean, in good repair and free from obstructions. Any structural defects should also be noted and repaired – e.g. Hole in wall.

Fire alarm – routine testing of call points and detectors. An annual inspection by a competent electrician is required for BS 5839 Part 6 Grade A systems with a control panel. All false alarms shall also be recorded. 

Emergency lights – a test key may be provided by the installer, alternatively you may turn the electricity off at the mains or the lighting circuit. Consult the system handbook.

Fire risk assessment – A blank template of a fire risk assessment that can be used to assess your premises can be found in this appendix, together with a completed example in appendix 5. 


Fire Precaution Records

	January
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
	
	
	

	Signature of manager
	
	
	

	February
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	
	
	

	March
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	
	
	

	April
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	
	
	

	May
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	June
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	July
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	August
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	September
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	October
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	November
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	

	December
	Date Checked
	Defects found
	Actions Taken and date

	Fire Doors
	
	
	

	Common Parts
	
	
	

	Fire Alarm week 1
	
	
	

	Fire Alarm week 2
	
	
	

	Fire Alarm week 3
	
	
	

	Fire Alarm week 4
	
	
	

	Fire Alarm week 5
	
	
	

	Emergency Lights
	
	
	

	Other
	
	
	

	
Signature of manager
	




Annual Checks
Certificates must be kept detailing findings and contact details for the contractor
	
	Date Checked & Company/Contractor details
	Defects found
	Actions Taken and date

	
Gas Safety
	
	
	

	Fire Alarm 6-month check (Grade A system only)
	
	
	

	Fire Alarm Annual check 
	
	
	

	
Electrical appliances
	
	
	

	
Sprinkler System
	
	
	





2	Title	Month and year
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Fire risk assessment Regulatory Reform (Fire Safety) Order 2005
Property and management details
	Property type:
	HMO / FMO


	Assessor: (print)
	
	Signature
	

	Address:
	




	Responsible person:
	

	Date:
	

	
	
	Building size/ description: (floor area, number of exit routes staircases etc.)
	





	Review date:
	

	What is the main method of fire detection:
	People

	

	
	
	Number of floors: (does this include basement or roof)
	

	
	Smoke Alarms

	

	
	
	
	

	
	Automatic
	
	
	
	
	

	Occupation: 
	Number:
	Shared facilities: 
	Number:
	Has the premises been recently modified because of:

	The number of letting units:
	
	Kitchen:
	
	a) building control recommendations 
	yes   no
n/a

	The number of households:
	
	Living/Dining:
	
	b) a schedule issued by environmental health so that the premises is suitable as an HMO/FMO
	yes   no
n/a

	The number of persons:
	
	Plan attached:
	yes / no
	
	






Identify fire hazards
	Sources of ignition
	Sources of fuel
	Sources of oxygen

	
	
	



People at risk
	How many residents at the property?
	How many visitors at the property?
	How many contractors at the property?

	
	
	



Known additional vulnerabilities to fire
	Mobility issues
	Visual impairment
	Hearing impairment
	Language Issues

	
	
	
	





Means of escape and escape times
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Do escape routes lead in different directions to places of safety? (i.e. a place beyond the building in which a person is no longer in danger)
	· if there is only one means of escape (e.g. one staircase) people should be able to reach a final exit door, protected staircase/refuge, or point with more than one route within one minute
	
	
	

	When and how often are fire exit doors checked to ensure that they work properly and are free from obstruction?

Who is responsible for this?
	· fire exits immediately openable without use of a key
· electronic locks release on alarm activation

	
	
	

	What arrangements are made to ensure that fire doors close properly and have no damage?
	· check weekly
· ensure all fire doors are identifiable with signage and have self-closure fixed and in working order.
· check automatic closing doors weekly and during alarm test
	
	
	

	Are all gangways and escape routes free from obstruction?
	· check regularly

	
	
	

	Are the floor surfaces on escape routes free from tripping and slipping hazards?
	· check regularly

	
	
	





Fire detection and warning (alerting building occupants)
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	What method of detecting a fire is in place?
Is there automatic fire detection/alarm?
Is there battery-operated smoke detection?
Other, please state.
	
	
	
	

	Is the automatic fire detection system in working order?

Who is responsible for this?
	
	
	
	

	Do residents and visitors know what to do if a fire occurs or the alarm is raised?
	· provide fire action plan notices and display them prominently
· review procedures with new/all residents at regular intervals
	
	
	

	Do you ensure that the fire alarm is tested each week?
Where is it recorded?
Is each call point checked over time?
	· weekly call point test cycle so each is tested over time.

 
	
	
	







	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Are there arrangements for having heat and smoke detectors checked?  
Who is responsible for checking them and how often are they checked?
	· maintain and service regularly.
· ensure installed in ‘high risk’ areas and unoccupied areas e.g. basements etc.
	
	
	

	What arrangements are there for having the complete alarm system serviced by a competent contractor?
Who is responsible for this?
	
	
	
	




Sources of ignition (check, inspect and control)
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Do the premises have open fires?
	· where are they located?
· how are they managed?  What safety arrangements are there (e.g. guards)
	
	
	

	Do the premises have fixed heaters and where are they?
How are they managed and what safety arrangements are in place?
	· keep combustibles away from fixed heaters
· do not leave on when area unoccupied
	
	
	

	Do the premises have any portable heaters?
Where are they used and how are they managed?
What safety arrangements are in place?
	· turn off when not in use
· ensure vents are clear
· remove combustibles in area
· portable appliance testing carried out annually

	
	
	

	Smoking policy
	· smoking policy in force
· specified area outside the building
	
	
	

	Are there fire risks with cooking and kitchen use?
How are these controlled?
	· gas and electrical equipment maintained
· fire blankets provided
· portable firefighting extinguishers only if risk assessment advises – these must be maintained 

	
	
	




	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	What fire risks are there with regards to boilers? How are they managed?
	· annual service

	
	
	

	What fire risks are there with regards to the safe storage of cleaning materials? 
How are they managed?
	· keep hazardous chemicals to a minimum
· all flammables stored in appropriate store
	
	
	

	Where can a fire start without being noticed straight away?
	· are items of ignition stored in this area?
	
	
	




Combustible materials (remove, reduce and control)
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Is waste storage, or other outside storage controlled for fire hazards?
	· waste stored away from building in enclosed area and bins secured

	
	
	

	Have flammable and combustible materials been identified and minimised where possible?
	· vigilance during routine visits

	
	
	

	Is the furniture upholstery made of fire-resistant material?
	· check for fire safety labels on furniture

	
	
	

	Are provisions made for ensuring the communal areas and escape corridors are always kept clear of combustible materials?

	· vigilance during routine visits

	
	
	




Structural features (Control fire spread)
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Is the property of sound construction, with suitable fire resistance to the hall and landings?
	
	
	
	

	Are all doors used for means of escape purposes available for use and can doors be easily and immediately opened with a single form of fastening?
	
	
	
	

	Are there holes in the ceiling anywhere on the premises? In partition walls around pipe work and cables?  These must be filled to help prevent the spread of fire.
	· has work taken place which may have made holes in walls or damaged any fire-resistant wall/ceiling linings - e.g. new doors, glazed screens
	
	
	





Electrical (maintenance)
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Are there arrangements for the regular testing of portable electrical equipment (i.e. equipment with plugs)
	· annual portable appliance testing by competent person
	
	
	

	Are there arrangements for fixed wire testing? (At least every 5 years)
	· rolling programme of works
· records
	
	
	







Signage / lighting
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Is there adequate signage in place?
	· are all fire signs conspicuous (not covered or painted over etc.)

	
	
	

	Are there arrangements for checking the emergency lighting? (if provided)


	· check operation of emergency lighting units at least monthly - ensure record of check made in fire logbook
· a competent engineer should test emergency lighting system once a year - ensure record of test made in fire logbook
	
	
	

	Are all fire escape routes adequately lit?
	· all escape routes should be sufficiently lit for people to see their way-out safety - emergency escape lights may be needed if areas are without natural daylight or are used at night
· check the relevant areas at night with the lights off to see if there is sufficient light from other sources (e.g. streetlights or unaffected lighting circuits) 
· if lighting is insufficient emergency lighting should be provided

	
	
	

	
	· emergency lighting should function not only in a complete failure of normal lighting, but also on a localised failure that would present a hazard
· emergency lighting should cover escape routes and be sited to cover specific areas:
· intersections of corridors
· each exit door
· flights of stairs
· near fire alarm call points
· fire exit signs
· changes in floor level
· near firefighting equipment
· outside each final exit
· lift cars
	
	
	




Firefighting equipment (sufficient & appropriate, check and inspect)
	Fire safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Is there sufficient firefighting equipment of the correct type where required by fire risk assessment?
Is there at least one extinguisher placed for each 200 metres of floor space? 
(Minimum of 2 per floor unless it is an upper floor less then 100m2)
	· ensure extinguishers are appropriate at local risk
· where provided ensure extinguishers are fixed near exit doors and at appropriate heights - handle of large extinguisher – approx. 1 metre from floor.  handle of small handheld extinguisher – approx. 1.5 metres from floor
· ensure that fire extinguishers are conspicuous, not blocked or obscured - directional arrows and firefighting equipment signs must be displayed where equipment is hidden from direct view e.g. hose reel in cupboard, extinguisher in an alcove
· ensure there are notices and/or instructions indicating the correct use of extinguishers 
	
	
	

	How often and by whom is the fire equipment checked?
	· are weekly inspections of extinguishers carried out - record inspections (safety clip, indication of use of devices, external corrosion and dents.  
· check extinguishers are inspected annually by a competent engineer.  check for record in fire logbook
	
	
	

	Are there fire blankets provided in the kitchen(s)?
	· light duty blankets – small fires in containers for cooking oils or fats, and fires involving clothing

	
	
	




Planning for an emergency (coordinating evacuation)
	Fire Safety (the issues)
	Recommended control measures
	yes / no / n/a
	Recommended action and comments (by whom)
	When (include review date)

	Is there an emergency plan in place?
	· ensure there is a plan for raising the alarm, calling the fire and rescue service and assembly point locations
· ensure fire action notices are in place and up to date - in general fire action notices should be posted next to all fire alarm call points
· is the plan understood by residents whose first language is not English
	
	
	

	Are all your residents reasonably mobile?
	· are there suitable procedures in place for the evacuation of disabled persons?
	
	
	

	Additional comments & observations: (include any additional issues identified and actions that require implementation)


	
Signature:                                                                                                                       	Date:

(Print)  ________________________________						Next Review Date: 


Floor plan
	























Action plan following review		Date:					Reviewed by:
	New hazards and/or risks identified
	Recommended control measures
	Date 
	Action and by whom
	Date completed
& signature
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