
	ROUTINE PREMISES CHECKS


	Weekly

	Test fire alarm system to check it’s working correctly.  Every manual call point should be tested in sequence to make sure the whole premises is tested.  Activate the fire alarm by triggering a different manual call point each week.  Record details on the Weekly Fire Alarm Test Log Sheet which is available on the Premises Manager Portal.

	Check the escape routes shown on the premises plan (see section 2.2 – Plan of Premises) to make sure they are clear.  Walk the escape routes and check that all:

· floor coverings are even and securely fixed

· walkways and corridors are free from any obstruction, trailing cables and large or bulky items or combustible materials stored on the floor or in stairways

· signs and notices are in place and legible

· doors freely open and close.  Make sure door closers are working properly and doors close fully shut

· doors on the escape route should be closed unless they are held open with devices connected to the fire alarm.  Check that the door holders are working correctly.  If practical this could be done this immediately following the fire alarm test to make sure the doors holders release with the alarm

· glazed vision panels in doors should be clear

· final exit doors freely open and close and the route to assembly point is clear

Record details on Weekly Escape Route Check Log Sheet which is available on the Premises Manager Portal.

	Run any little used outlets for at least 5 minutes.  
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Little used outlets are any tap, shower, toilet or other outlet that are not used regularly; often for periods of 7 or more days.  If the building is closed or operations are reduced for more than 7 days, all outlets become little used and should be flushed weekly.  Record details on Weekly Flushing of Little Used Outlets Log Sheet which is available on the Premises Manager Portal.


	Monthly

	Test all emergency light fixtures to check they’re operating correctly.  This must be done either by simulating a mains failure or using automatic testing equipment where its available.  Record details on the Monthly Emergency Light Test Log Sheet which is available on the Premises Manager Portal.

	Check fire fighting equipment like fire extinguishers and fire blankets to make they’re in position and the coloured tags are intact to show they haven’t been used since the last check.  Check that all fire fighting equipment has been serviced within the last 6 months.  Record details on the Monthly Fire Fighting Equipment Check Log Sheet which is available on the Premises Manager Portal.

	Test emergency phones in lifts to they’re working.  Make sure you are able to make contact with an emergency operator and have a two way conversation.  Record details on the Monthly Emergency Lift Phone Check Log Sheet which is available on the Premises Manager Portal.

	Test disabled WC call alarms to make sure they’re operating.  Record details on the Monthly Disabled WC Call Alarm Test Log Sheet which is available on the Premises Manager Portal.

	Check water temperatures at the hot and cold Sentinel taps.  
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Sentinel taps are usually the taps nearest and furthest to the supply or storage tank but could include other taps considered to present a particular risk.  These taps should be marked but will also be shown in the Legionella Risk Assessment.  An outline of the process is available for checking the temperatures of:

Record details on the Monthly Sentinel Tap Temperature Check Log Sheet which is available on the Premises Manager Portal.

If the temperatures taken are not at the required level check them again the following day at a different time and record on the Monthly Sentinel Tap Temperature Check Log Sheet.  If the second reading isn’t at the required level report immediately to property.repairs@falkirk.gov.uk.  

	Check temperature of the calorifier (hot water cylinder) to make sure hot water is being stored at the correct temperature.  
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Record details on the Monthly Calorifier Temperature Check Log Sheet which is available on the Premises Manager Portal.

If the temperatures taken are not at the required level check them again the following day at a different time and record on the Monthly Calorifier Temperature Check Log Sheet.  If the second reading isn’t at the required level report immediately to property.repairs@falkirk.gov.uk.


	Care Homes Only 

There is an increased risk of scalding to vulnerable residents where there is the potential for whole body immersion.  Check water hot water temperature of all baths and showers to ensure the maximum possible temperature doesn’t exceed 44oC.  
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Record details on the Monthly TMV Temperature Check Log Sheet which is available on the Premises Manager Portal. 

If the temperature is not at the required level report immediately to property.repairs@falkirk.gov.uk.
  

	September – March

Check external lighting to ensure it is operating at times when the building is occupied during hours of darkness 

Record details on the Monthly External Light Check Log Sheet which is available on the Premises Manager Portal. 


	Six-monthly

	Check first aid boxes to ensure adequate supplies are available and are in date.  Any items that have passed their use by date should be disposed of correctly and replaced.  Record details on the Six-Monthly First Aid Equipment Check Log Sheet which is available on the Premises Manager Portal.

	Check all leaning and step ladders to make sure they are safe and fit for use.  Record details on the ladder’s inspection tag and the Ladder/Stepladder Inspection Log Sheet which is available on the Premises Manager Portal.

If any part of a ladder fails the check it must not be used.  If the ladder is to be repaired it should be clearly marked that it is not to be used and kept securely to prevent it being used until it can be repaired.  If the ladder is to be replaced it should be disposed of immediately or clearly marked that it is not to be used and kept securely until it can be disposed of.

	Check all fixed ladders to ensure they are safe and fit for use.  Record details on the ladder’s inspection tag and Six-monthly Fixed Ladder Inspection Log Sheet which is available on the Premises Manager Portal.
If any part of a ladder fails the check it must not be used.  The ladder should be clearly marked that it is not to be used until it can be repaired or replaced.


Any faults should be reported immediately to property.repairs@falkirk.gov.uk.

Remember, for checks that are more time consuming but less frequent it’s not necessary to do the whole premises at one time.  You can break it up into smaller areas and spread them out so the whole premises can be covered in the necessary timescale.
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