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Fire Checklist

This Fire Checklist can be used by Managers, Supervisors, Fire Wardens and other responsible persons to ensure that premises are regularly checked to help comply with The Fire (Scotland) Act 2005 and The Fire Safety (Scotland) Regulations 2006. A thorough Fire Risk Assessment (FRA) will be conducted by a “Competent Person” (Health and Safety Adviser) in line with Council Guidance on Fire Risk Assessment.

Do you have a Fire Risk Assessment for the premises? 

 FORMCHECKBOX 
 Yes

(If Yes ensure that issues identified have been completed)

 FORMCHECKBOX 
 No

(Look in Health and Safety folder - If No, e-mail (Health & Safety)

Is there an Evacuation Plan for the building? (See H&S Policy)
 FORMCHECKBOX 
 Yes

(If No, ensure a suitable plan is developed)



 FORMCHECKBOX 
 No

Have you identified Fire Wardens for the premises?


 FORMCHECKBOX 
 Yes

(If No, arrange to have suitable staff trained)



 FORMCHECKBOX 
 No

Do you have employees with a Disability?



 FORMCHECKBOX 
 Yes

(If Yes, please develop a PEEP where appropriate)


 FORMCHECKBOX 
 No

Have staff been trained in the use of Evacuation Chairs?

 FORMCHECKBOX 
 Yes

(If applicable and supplied arrange for staff to be trained)

 FORMCHECKBOX 
 No

Do staff require training in Evacuation Techniques?


 FORMCHECKBOX 
 Yes

(Where appropriate, e.g. Care Homes - arrange training)

 FORMCHECKBOX 
 No

Do staff require training in the use of Fire Extinguishers?

 FORMCHECKBOX 
 Yes

(If Yes, arrange training via Arcadia or view DVD)


 FORMCHECKBOX 
 No

Do you conduct at least two Fire Evacuation Drills Annually?

 FORMCHECKBOX 
 Yes

(If No, ensure that Fire Drills are conducted and recorded)

 FORMCHECKBOX 
 No

Is the Fire Alarm System/Automatic Doors tested weekly?

 FORMCHECKBOX 
 Yes

(If No, arrange to have this done and recorded)



 FORMCHECKBOX 
 No

Is the Fixed Fire Alarm System maintained?



 FORMCHECKBOX 
 Yes

(If No, contact Property for further advice)



 FORMCHECKBOX 
 No

Is the Emergency Lighting maintained?




 FORMCHECKBOX 
 Yes


(If No, contact Property Helpdesk for advice)

 FORMCHECKBOX 
 No 

Are Fire Action Notices displayed?




 FORMCHECKBOX 
 Yes


(If No, contact Health and Safety for advice)

 FORMCHECKBOX 
 No 

Are Fire Extinguishers, Hose Reels maintained annually?

 FORMCHECKBOX 
 Yes

(If No, contact Property for further advice)



 FORMCHECKBOX 
 No

Are all Escape Routes free of obstructions?



 FORMCHECKBOX 
 Yes

(If No, ensure a good standard of General Housekeeping)

 FORMCHECKBOX 
 No

Do you check the Fire Exits regularly?




 FORMCHECKBOX 
 Yes

(If no, check that exit doors are not damaged)



 FORMCHECKBOX 
 No

Do you make new employees aware of Fire procedures?

 FORMCHECKBOX 
 Yes

(If No, ensure this is included in induction)



 FORMCHECKBOX 
 No

Is the NO SMOKING policy followed at all times?


 FORMCHECKBOX 
 Yes

(Care Home staff must check smoking rooms regularly)

 FORMCHECKBOX 
 No

Are Flammables/Chemicals stored away from ignition sources?
 FORMCHECKBOX 
 Yes

(If No, relocate Flammables/Chemicals away from Heat sources)
 FORMCHECKBOX 
 No

Is there Gas Heating/Gas Boilers in the premises?


 FORMCHECKBOX 
 Yes

(If Yes, is the system maintained annually?)



 FORMCHECKBOX 
 No

Are Portable Electrical Appliances PAT Tested?


 FORMCHECKBOX 
 Yes

(If No, contact Property Helpdesk)




 FORMCHECKBOX 
 No

Is Liquefied Petroleum Gas (LPG) stored on-site?


 FORMCHECKBOX 
 Yes

(If Yes, follow the LPG guidance available on Arcadia)


 FORMCHECKBOX 
 No

Is Petrol/Diesel/Heating Oil stored on-site or on vehicles?

 FORMCHECKBOX 
 Yes

(If Yes, ensure it is securely stored in suitable containers)

 FORMCHECKBOX 
 No

Is there a good standard of General Housekeeping?


 FORMCHECKBOX 
 Yes

(If No, ensure the work and storage areas are neat and tidy)

 FORMCHECKBOX 
 No


Please refer to the Fire Guidance available on Arcadia for further information regarding Fire Evacuation; PEEP’s; Evacuation Chairs, Liquefied Petroleum Gas (LPG) and other information to help you fulfill your responsibilities as a Manager/Supervisor. 
Fire DVD’s available on Arcadia include Construction Sites; Hot Work Risks, Managing Risk & Fire Risks and Fire Safety in Catering Kitchens.
Name:							Designation:





Address of premises:





Contact Telephone Number:			Date:			








