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Log Book

Introduction
The fire safety log book will assist you in complying with your responsibilities in relation to fire safety and should be completed following any inspection, test or maintenance of fire safety related equipment and after fire safety training for your staff.
The fire safety log book should be available for inspection by any fire safety enforcement officer who inspects your premises under the Fire (Scotland) Act 2005 as amended and the Fire Safety (Scotland) Regulations 2006 or by any service engineer as required.
More detailed guidance on the Act and Regulations and Fire Safety Risk Assessments (FRA) are available on the Scottish Executive website www.firelawscotland.org
Detailed information in relation to the testing and maintenance of specific items can be obtained by referring to the relevant standards and/or the manufacturer’s instructions.
If you need any further advice or have any questions regarding the purpose of the log book please contact your local fire safety officer.

Any activation of the fire alarm should be recorded in the fire safety log book, including false alarms. The cause of the alarm should be recorded together with any action taken to avoid a repeat occurrence. 
This will enable the alarm system to be managed in accordance with BS5839-1 or   BS 5839-6 (current edition) and these records will assist a service engineer to maintain the system.
Dutyholder 
Responsibility for complying with these fire safety laws lies with the employer and/or any other person who may have control of the premises e.g. owner/licensee/tenant/manager. This person is designated as the dutyholder.
The dutyholder MUST ensure that the premises fire safety risk assessment is carried out by a competent person, is continuously reviewed and significant findings recorded.

This document has been Equality Impact Assessed on 3rd June 2008 and 
Quality Assured on 16th July 2008. Updated 09 January 2012.
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ESCAPE ROUTES
1. ESCAPE ROUTES

All escape routes from your premises internally and externally must be properly maintained and kept free from obstruction at all times.
The focus on access into premises to enable people to fully use a building needs to be matched with arrangements for their safe egress in the event of fire. The safe egress and evacuation of persons with a disability requires careful consideration and attention. 

Where an employer or a service provider does not make provision for safe egress and evacuation arrangements for people with a disability from their premises, this is likely to constitute a failure to comply with the requirements of fire safety law and may be an offence. It could also be considered to be disability discrimination under the Scottish Code of Practice Disability Equality Duty (DED).
Managing reasonable adjustments and inspections should be carried out to ensure that
(a) Temporary Waiting Spaces (TWS) are clear of obstruction at all times and any communication equipment fitted to TWS is operating correctly. The provision of evacuation chairs are in their allocated positions.
(b) Proper evacuation plans have been put in place for people with mobility, hearing, cognitive or visual impairments.
(c) All doors that are on escape routes are easily openable and without the use of a key or any special procedure to open – glass bolt securing devices are not recommended where members of the public have access.
(d) All escape routes, including staircases, corridors, doorways are free from obstruction.
(e) All self closing devices fitted to doors are effective in operation.
(f) All doors fitted with automatic door release mechanisms and specified in the fire safety risk assessment are tested in conjunction with the tests of the fire warning system.
(g) All walls, doors, floors and glazing which are required to stop the passage of fire and smoke are inspected, to ensure that the fire and smoke resistance is being maintained:
· no holes in walls or floors
· glazing is not broken
· doors are not damaged
· intumescent strips and smoke seals are intact.
The following is a list (not exhaustive) of reasonable adjustments and information which should be considered for people with impairments:
· provision of handrails on escape routes (on one or both sides)
· distance of travel on any particular escape route

· provision and extent of fire compartments

· location of any lift  that can be used in the event of a fire

· availability of staff assistance.
ESCAPE ROUTES
WEEKLY INSPECTION OF MEANS OF ESCAPE

	Date
	Fault Found
	Action Taken
	Inspected By

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


FIRE ALARM SYSTEM
2. Fire Alarm (refer to BS 5839-1 or BS 5839-6 current edition)
The owner or the person having control of the premises should appoint a competent person to carry out any necessary work to maintain the system in correct working order; this should include the keeping of records. Such a person should be suitably qualified and have received adequate training from the manufacturer, supplier or installer of the system.

It is important that the operation of testing does not result in a false signal of fire.

· Daily inspect the panel for `normal` operation of the system. When provided, check that the connection to the alarm receiving centre is functioning correctly. Record any defect in the log book along with the action taken to remedy the fault and report it to a responsible person.
· Testing the activation of the fire alarm should be carried out at approximately the same time each week and for a duration of no longer than 1 minute, and results recorded in the fire safety log book, including any false alarms. This will enable the alarm system to be managed in accordance with BS 5839-1 or BS 5839-6. These records will assist a service engineer to maintain the system
· Weekly test and examination is to ensure that the system is capable of operating under alarm conditions:
· Operate trigger device (manual call point or detector) or end of line switch on a zone circuit. 
· Zones should be tested in rotation; 
· Quarterly for a monitored system and 
· Weekly for an un-monitored system. 
· Each time a zone is tested a different trigger device should be used.
· Examination of the back-up batteries and connections including electrolyte level.

· Periodic inspections and tests. These should be done by the installer, or other competent person.
· 5 yearly wiring check I.E.E Wiring Regulations
Fire Detectors (refer to appropriate British Standard)

· Regular visual inspection of detectors for damage, unusual accumulations of dirt, painted over and other conditions likely to interfere with the correct operation of the detector.

· Annually tested by a function test according to manufacturers` instructions
· Every heat detector – tested by means of special equipment that does not have the potential to ignite a fire; have a naked flame
· The heat detector should be checked for correct operation and sensitivity
· Smoke Detectors - by use of an apparatus that simulates smoke, a method that confirms that smoke can enter the detector chamber and produce a fire alarm signal. 

Automatic Door Releases connected to the fire alarm system

· At Night - all doors should be released and close fully onto their rebates
· Weekly - in conjunction with the fire alarm test, check that all doors are being released and closing onto the door rebates.
Electronic Electromagnetic Security Egress Systems (EESES)
All break glass units associated with EESES for emergency use must be GREEN in colour. Where devices are fitted to means of escape doors, they should FAIL SAFE TO OPEN:

· Electromagnetic locks should release on operation of the fire alarm system
· Electromagnetic locks should release on loss of electrical power
· Electromagnetic locks should release on operation of the green break glass unit
· Electromagnetic locks should release on system failure.
Acoustically activated door release mechanisms

Acoustically activated door release mechanisms (eg Dorgard) should be fitted, tested and maintained in accordance with the manufacturer’s instructions and test results recorded.

FIRE ALARM SYSTEM
RECORD OF TEST/INSPECTION/FALSE ALARM
	Date
	Fire Alarm
	Automatic Door Releases
	Automatic Detector
	Remedial Action Taken
	Signature



	
	Call 
Point Location / Number
	Satisfactory

Yes / No
	Satisfactory

Yes / No
	Location
Or Number
	Satisfactory

Yes / No
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


FIRE INSTRUCTION AND DRILLS
3. FIRE INSTRUCTIONS
All employees must receive regular instruction and training to ensure that they understand the actions to take in the event of a fire and procedures to prevent the risk of fire recorded in the fire safety risk assessment.

First month 

on induction, with 1 additional instruction period 
Three monthly 
for staff on night duties

Six monthly 

for staff on day duties or as stated in the fire risk assessment.
Arrangements for the evacuation of persons with a disability should be compatible together with the general evacuation strategy and the emergency fire action plan for the premises. 
The responsibility for implementing and managing reasonable adjustments of plans and evacuating persons safely in the event of an emergency will rest with dutyholders. 
An evacuation plan for persons with disabilities must not rely upon the intervention of the fire and rescue service to make it work.
More information on evacuation of persons with disabilities from a building and personal emergency evacuation plans (PEEPs) can be obtained from the Scottish Executive website www.firelawscotland.org
Written instruction should be produced and given to all employees including persons with a disability in respect to the actions for the following: 

· discovering a fire

· hearing the fire alarm

· the means of escape
· assembly point(s)

· calling the fire and rescue service

· making safe power supplies
· use of fire alarms and fire extinguishers.
FIRE DRILLS
Fire alarm should be operated on instructions of management
· Six monthly 
Residential Premises



Places of Public Entertainment


Large Shops and


Departmental Stores

· Annually 
Industrial and Commercial Premises 
Fire Drills should be conducted to simulate fire conditions, for example, with one escape route obstructed, no advance warning given other than to specific staff for the purposes of safety.
FIRE INSTRUCTIONS AND DRILLS

RECORD OF FIRE INSTRUCTIONS AND DRILLS

	Date
	Instruction

Detail or

PEEPs Issued
	Fire Drill

Evacuation Time
	Person Receiving 

Instruction / Drill
	Signature

of 

Recipient
	Signature of Instructor

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FIRE EXTINGUISHERS

4. FIRE EXTINGUISHERS (refer to BS 5306-3 current edition)

· Monthly inspection to ensure that they are in their proper position and have not been discharged, or suffered loss of pressure (pressure indicator models) or obvious damage

· Annual inspection. This should be done preferably by a representative of the manufacturer, or at least by a competent person following the manufacturers recommended procedures and using appropriate tools etc., specified therein.

· At intervals not exceeding those detailed in the above British Standard within Annex A, Item A1, Test Discharge the Extinguishers;

· spare cartridges should be obtained in advance 
· testing should be programmed throughout the year
· consider as an opportunity for staff extinguisher training 
· annual inspection should be done during test (see above).

DRY & WET RISERS (refer to BS 5306-1 current edition)
The annual testing and maintenance of dry and wet Risers is the responsibility of the property owners or managing agents.

The system should be visually inspected every 6 months and serviced annually to ensure that the equipment is ready for immediate use in an emergency.

In addition, it is recommended that a full wet test be carried out annually, comprising of a wet pressure test to 150 PSI or 10 Bar subjecting the mains to a full working test.
FIRE EXTINGUISHERS

RECORD OF TESTS AND INSPECTIONS
	Date
	Location or Number
	Inspected or Tested
	Satisfactory
	Remedial Action Taken
	Signature
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HOSE REELS
5. HOSE REELS (refer to BS 5306-1 and BS EN 671-3 current editions)

Routine checks by the responsible person

Regular checks of all hose reels and hose systems should be carried out by the responsible person or their representative at intervals depending on environmental circumstances and/or fire risk/hazard, to make sure that each hose reel or hose system is
· located in the designated place

· unobstructed, visible and has legible operating instructions

· not obviously defective, corroded or leaking. 

The responsible person should arrange for immediate corrective action, where necessary.

Annual Inspection and Maintenance
This should be carried out by a competent person.

· Periodic Inspection and Maintenance for all hoses
Every 5 years all hoses to be pressurised to maximum working pressure according to EN 671-1 and/or EN 671-2.
HOSE REELS

RECORD OF TESTS AND INSPECTIONS

	Date
	Location or Number
	Inspected or Tested
	Satisfactory
	Remedial Action Taken
	Signature
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EMERGENCY LIGHTING: LUMINAIRES AND STANDBY BATTERIES
6. EMERGENCY LIGHTING ( refer to BS5266-8 current edition)

Regular servicing is essential. The occupier/owner of the premises shall appoint a competent person to supervise servicing of the system. This person shall be given sufficient authority to ensure the carrying out of any work necessary to maintain the system in correct operation.

Routine inspections and tests

Because of possible failure of the normal lighting supply occurring shortly after a period of testing of the emergency lighting system or during the subsequent recharge period, all full duration tests shall wherever possible be undertaken preceding time of low risk to allow for battery recharge. Alternatively, suitable temporary arrangements shall be made until the batteries have been recharged.

· Daily 
Indicators of central power supply should be visually inspected for correct operation
· Monthly   
If automatic testing devices are used, the results of the short duration should be recorded.
Tests should be carried out as follows:
a) Switch on in the emergency mode each luminaire and each internally illuminated exit sign from its battery by simulation of a failure of the supply to the normal lighting for a period sufficient to ensure that each lamp is illuminated.
Note: The period of simulated failure should be sufficient for the purpose whilst minimising damage to the system components i.e. lamps
During this period, all luminaires and signs should be checked to ensure that they are present, clean and functioning correctly.

At the end of this test period, the supply to the normal lighting should be restored and any indicator lamp or device checked to ensure that it is showing that the normal supply has been restored.

b) In addition to a), for central battery systems, the correct operation of system monitors shall be checked
c) In addition to a), for generating sets, refer to the requirement of ISO 8528-12.
· Annual test 
Where automatic testing devices are used, the results of the full rated duration should be recorded.
For all other systems the monthly inspection should be carried out and the following additional tests made;

a) Each luminaire and internally illuminated sign should be tested monthly to its rated full duration in accordance with the manufacturer’s information
b) The supply of the normal lighting should be restored and any indicator lamp or device checked to ensure that it is showing that normal supply has been restored. The charging arrangements should be checked for proper functioning
c) The date of the test and its results should be recorded in the system logbook
d) In addition, for generating sets, refer to the requirement of ISO 8528-12

 EMERGENCY LIGHTING: LUMINAIRES AND STANDBY BATTERIES
RECORD OF TESTS AND INSPECTIONS
	Date
	Location or Number
	Inspected or Tested
	Satisfactory
	Remedial Action Taken
	Signature
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7. MISCELLANEOUS EQUIPMENT

RECORD OF TESTS
Equipment Type………………………………………

	Date
	Location or Number
	Inspected or Tested
	Satisfactory
	Remedial Action Taken
	Signature
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