Fire Wardens’ Monthly Check Sheet

Fire extinguishers and blankets
Are extinguishers in labelled locations?
All fire extinguishers should be secured in  position, generally on a bracket, at no more than a metre above the floor/ground, with an adjacent fire safety label indicating that a fire extinguisher is present. A note of the type of extinguisher (foam/water/carbon dioxide/powder) and what type of burning material may be safely extinguished by the extinguisher should be clearly displayed next to the extinguisher. 

Are extinguisher pins in place and seals unbroken? (For 2011/12 the extinguisher pins are yellow)           

Extinguishers are sealed by a plastic seal. If this is broken it must be assumed that the extinguisher has been used. A replacement must be requested from Property Services on the Work Management System (WMS).

Are extinguishers easily accessible and unobstructed?            
                      
Fire extinguishers should be positioned to be readily picked up from the storage place. It is a criminal offence to obstruct a fire point where an extinguisher is in place.

If a gauge is fitted, is the needle in the green zone?





Some extinguishers are fitted with a gas pressure gauge.  If the pressure is not held at the appropriate level, the extinguisher is not suitable to deal safely with a fire. A replacement fire extinguisher must be arranged on WMS (see above).
Fire Escape routes
Are emergency exit routes clearly signposted? 

All emergency exits from a room or corridor should be labelled with a white running man  on a green background with a directional arrow if required . The signage should be placed above the door.
Are escape routes clear and free of obstructions?
Ensure that items are not temporarily stored to render the escape route unsafe. 

All escape routes need to be free of slip and trip hazards?
Spillages should be dealt with without delay. Substances other than water and oil, such as fine powders, crushed grapes can be a slip hazard.
Do Fire Doors self close effectively into the door frame?





Fire doors (labelled as such in white on blue label) should self close firmly into their frame. This could fail to happen because self closers malfunctions, doors or their hinges are distorted or there are problems with door locks.  
Are Fire Doors kept closed (not held/wedged open)?





Fire doors need to be kept closed or locked if a storage cupboard/ plant. Fire doors need to be labelled ‘ Fire Door Keep Closed’ or ‘Fire door Keep Locked’ as is appropriate. Note there some Dorgards installed on selected fire doors, in the event that the fire alarm sounds the Dorgard releases the door to close.

Fire Safety Notices and Signs
Are all Fire Safety notices and signs clearly visible and not defaced?





Fire Safety notices should unobstructed by furniture, equipment etc and in good condition.. 
Are ‘Fire Action’ notices in place and do they indicate the location of Fire Assembly Point?

The fire action muster notices should be located adjacent to a fire break glass call point.
Fire Exits
Are final exits from buildings clear of obstructions, both inside and outside the building?

Items should not be stored on either side of fire doors especially those that exit from a building.

Can emergency exits be opened without the use of a key?





Emergency exits must allow ready egress. Push bars, breakable glass bolts, locks unlocked from a break glass point are acceptable.
Is the Fire Assembly Point clearly identifiable and is it in a clear safe area away from traffic?
The Fire Assembly Point should be so identified on a green sign with white lettering and the Assembly Point number.
Electrical Equipment

Is all electric cabling tidy and free from any trip hazard?



Temporary cabling should be at least taped down or held in a cable protector (cable tidy).
Are all extension cables fully extended (uncoiled) and routed safely?



Uncoiled wiring can heat up by electrical induction and result in a fire.
Is there evidence of temporary repair of or damage to electrical equipment?



For example, electrical plugs should not be taped over.
Heating Equipment




Are heaters, flues, vents and hot pipes clear of furniture, clothing, paper or other combustible materials?
Electrical convector or radiant heaters with red hot elements, rather than oil filled radiators, are of  particular concern. 

Emergency Lighting

Do all emergency lights illuminate when switched on? 

Emergency lights should be identified by a small red LED bulb incorporated within the light fitting. Maintained emergency lights should come on by use of the local on/off light switch; non-maintained emergency lights require a special key to be switched on manually. Any light that fails to light up brightly should be identified to Property Services on the  WMS.
General Housekeeping

Are all work areas tidy?






Floor space should be uncluttered and items on should be stacked so that there is a low risk that any thing would fall off. 
Is the smoking policy seen to be working?





Fire detectors should not be taped over, smokers should be not smoking inside buildings or within ten metres of the outside of buildings.
