Llyfrgell Maindee Library + 
PREMISES SAFETY LOG BOOK

THIS FOLDER MUST NOT BE 

REMOVED FROM THE BUILDING

SAFETY TRAINING AND DRILLS

Safety training MUST be given to volunteers / employees / group leaders so that they are aware of the following:-

· What to do if they discover a fire

· How to raise an alarm of fire.

· What to do if they hear the fire alarm

· Where fire extinguishers are located and how to use them (if it is safe to do so)

· Escape routes from the building

· The whereabouts of the evacuation assembly point(s)
· How to call the Fire and Rescue Service

· Arrangements for the evacuation of people with special needs

· The dangers associated with obstruction of fire exits and wedging open of fire resisting doors

Safety training should be given:-

· At the time people first take up responsibility, 
· On their being exposed to new or increased risks, and,
· At periodic intervals as appropriate. (at least annually, depending upon the nature of the risk)
Safety drills should be carried out:-

· At periodic intervals appropriate to the nature of the risk and scheduled to include all staff. (a minimum of one safety drill each year is recommended)
· All employees MUST evacuate the premises 

SMOKE, HEAT DETECTORS and ALARM SYSTEM
i. Each alarm should be checked and tested for correct operation and sensitivity in accordance with the manufacturer’s instructions and the current British Standard ever six months by approved contractor:

Interlec Systems (01633 669235 / enquires@interlecsystem.co.uk )  File report in this folder. 
ii. Carry out a regular visual inspection of each device and detector to check for damage, excessive accumulations of dirt, heavy deposits of paint and other conditions likely to interfere with correct operation.
iii. Carry our weekly test of GENT alarm system (enter 1-2-3-4 to activate test mode) 

FIREFIGHTING EQUIPMENT
Portable Fire Extinguishers

Portable fire extinguisher tests should be carried out in accordance with the manufacturer’s instructions and the current British Standard.

DAILY – Check that the each extinguisher is in place and is clearly visible with its lable facing outwards. Daily checks are not recorded.

MONTHLY - Check to ensure each extinguisher is in position, accessible, not discharged, damaged or lost pressure (if fitted with a pressure indicator) and that operating instructions are clean, legible and face outwards. Where circumstances require, e.g. where extinguishers are in exposed locations or particularly susceptible to theft or damage, the checks should be carried out more frequently.

ANNUALLY - Portable fire fighting equipment should be inspected by a competent person in accordance with the manufacturers’ instructions and the British Standard.

Note:  All monthly and annual tests along with any maintenance including faults and remedial action taken should be recorded.  The date on which each fault is rectified should also be recorded.
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FIRE EXTINGUISHER TEST RECORD
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VISITS BY OUTSIDE CONTRACTORS
	  Date

	Nature of Visit 

(Area of Working)
	Contractor’s Signature 

(I Have Been Made Aware of The Fire Precautions)
	Time In
	Time Out

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


VISITS BY THE FIRE AND RESCUE SERVICE
	  Date

	Nature of Visit
	Inspector’s signature
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



