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1.0 INTRODUCTION 
 

 
Section 18(2) of the Fire Services Acts, 1981 and 2003 generally applies to all 
premises other than a dwelling house occupied as a single private dwelling. 
This section of the Act places a duty on persons having control over premises to:  

• take all reasonable measures to guard against the outbreak of fire, 

• provide reasonable fire safety measures, 

• prepare and provide appropriate fire safety procedures, 

• ensure that the fire safety measures and procedures are applied at all 
times, and 

• ensure as far as is reasonably practicable the safety of persons on the 
premises in the event of an outbreak of fire. 

 
The Department of the Environment and Local Government has published 
guidance to assist persons in control of particular types of premises in 
discharging their statutory responsibilities under the Fire Services Act. The 
publications include the following: 

• Code of Practice for the Management of Fire Safety in Places of Assembly 

• Guide to Fire Precautions in Existing Hotels, Guesthouses and Similar 
Premises 

• Fire Safety in Guest Accommodation 

• Fire Safety in Hostels 

• Fire Safety in Nursing Homes 
 
Compliance with responsibilities under the Fire Services Act requires that: 

• the premises must be suitable for its intended use and certain essential 
fire safety features appropriate to the use of the premises must be 
provided, and 

• a proactive fire safety management policy must be in place to minimize 
the risk of a fire occurring and ensure the safety of persons on the 
premises in an emergency. 

 
The keeping of fire safety records is an important element of the proper fire 
safety management of a premises.  This Fire Safety Register has been produced 
to assist in the keeping of records for specific items.  It will also be necessary to 
keep records and certificates for other items such as furnishings, bedding, 
electrical installations, and gas installations as appropriate to the particular 
premises. 
 

Note: Owners/Fire Safety managers should satisfy themselves that all 
electrical and/or gas Installations have been fully serviced by a competent 
person to ensure compliance with all statutory requirements and codes of 
practice.  Copy and attach any relevant certificates.  
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2.0 GUIDANCE FOR COMPLETION OF THE FIRE 
SAFETY REGISTER 

 
 
 
1.  The Register should be kept in a safe place on the premises at 

all times together with the relevant Code of Practice or Guide to 
Fire Precautions and should be available for inspection by any 
Authorised Officer of Louth County Council Fire and Rescue. 
 

2.  The Register generally has sufficient pages to allow for records 
over a two-year period.  Additional photocopies of unused 
pages should be added as required. 
 

3.  Owners or Managers of premises should take careful note of 
the intervals at which various inspections, tests or 
inventory/location checks are to be carried out.  These are 
summarised in the table below. 

 
 
 

  
Emergency 
Lighting 

Fire 
Alarm 

Extinguishers 
& Hose Reels 

Fire 
Exit 
Doors 

Fire 
Resisting 
Doors 

Upholstery 

Daily  �  �   
Weekly � �   � � 
Monthly   �  �  
3 Monthly � �   �  
6 Monthly    � � � 
Annually � � � � � � 
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3.0 GENERAL FIRE SAFETY PRECAUTIONS NOTICE 

 
The following notice should be provided to all employees on a regular basis and 
should be placed in a number of locations in the premises, to provide a constant 
reminder of the fire safety rules to be observed by all employees and other 
occupants. 
 
Fire Safety Rules to be observed by all Employees and other Occupants 
 
DO 

• Keep fire doors shut at all times and doors generally closed where 
possible 

• Keep final exit doors and escape routes free from obstruction at all times 

• Report all fires, no matter how trivial, to the Fire Safety Manager 

• Report any defective fire protection equipment to the Fire Safety Manager 

• Read and take note of the emergency procedures for the premises 

• Correctly dispose of all waste materials in non-combustible waste bins 
and ensure that such bins are emptied frequently 

• Use cooking equipment safely 

• Correctly turn off all portable or mobile space heaters at night 

• Smoke only in designated locations outside the building and extinguish 
cigarettes in an appropriate container 

• Take extra care when using flammable materials 
 
 
DO NOT 

• Wedge or hold-open any fire door, or remove any self-closing device 

• Store goods or waste materials in stairways or other designated escape 
routes 

• Tamper with any of the following life safety equipment or systems: Fire 
Detection and Alarm System, Emergency Lighting System, Fire 
Extinguishers or Hose Reels 

• Remove fire-fighting equipment from their designated locations 

• Tamper with any electrical or gas equipment in the building 

• Use any unapproved portable or mobile space heating appliance in the 
building 

• Use any portable or mobile space heating appliance in an escape route or 
public space 

• Bring anything into the premises which is considered a fire hazard 
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4.0 SPECIFIC FIRE DUTIES ASSIGNED TO PARTICULAR 
STAFF MEMBERS 

 

Owner Details 
 
Name: 
 
Telephone: 
 
Fire Duties: Overall responsible person with regards to minimising the 

risk of an outbreak of fire and the risk to staff and occupants 
should an outbreak of fire occur 

 

 

Fire Safety Manager 
 
Name: 
 
Telephone: 
 
Fire Duties: Minimise the risk of outbreak of fire through good fire 

prevention practice and ensure that all staff are aware and 
can carry out any relevant fire safety actions  

 

 

Deputy Fire Safety Manager 
 
Name 
 
Telephone 
 
Fire Duties Minimise the risk of outbreak of fire through good fire 

prevention practice and ensure that all staff are aware and 
can carry out any relevant fire safety actions 
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4.0 SPECIFIC FIRE DUTIES ASSIGNED TO PARTICULAR 
STAFF MEMBERS 

 

 
Name 
 
Position 
 
Fire Duties 

 
 
 

 
 

 
Name 
 
Position 
 
Fire Duties 

 
 

 
 

 
Name 
 
Position 
 
Fire Duties 
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5.0 RECORD OF FIRE SAFETY TRAINING AND DRILLS 

 

 
Fire Drills and Training 
Each fire routine must be based upon a simple, efficient procedure, which is 
specifically designed for the premises in which it has to operate.  It is therefore 
important that the following points must be given prime consideration: 

• The Purpose of the Fire Drill  

• The Details of the Fire Drill Routine  

• Instruction, Training and Recording  

• The Purpose of the Fire Drill 
 
Fire drills are intended to ensure, by means of training and rehearsal that in the 
event of fire:  

• the people who may be in danger act in a calm and orderly manner.  

• those people who may have designated responsibilities carry out their 
tasks to ensure the safety of all concerned.  

• the escape routes are used in accordance with a predetermined and 
practised plan.  

• evacuation of the building is achieved in a speedy and orderly manner.  

• to promote an attitude of mind where by persons will react rationally when 
confronted with a fire or other emergency at school or elsewhere. 

 
The Occupancy of the Premises 
Consideration must be given to the age and mobility of the occupants of the 
premises. 
  
Fire Drill Routine 
One senior person must be nominated as the person in control of the fire drill.  A 
fire routine is based on a critical sequence of events, these being:  

• Alarm Operation 
o anyone discovering an outbreak of fire must, without hesitation, 

sound the alarm by operating the nearest fire alarm call point. 
o Calling the Fire Brigade 
o all outbreaks of fire or any suspected fire, however small, should be 

reported immediately to the Fire Brigade by the quickest means 
available. This task could well be designated as the responsibility of 
the fire warden or another appropriate person. 

• Evacuation 
o on hearing the fire alarm, occupants must be instructed to leave the 

building in single file and in a calm, orderly manner.  
o everyone must be directed to a predetermined Assembly Point 

outside the building.  
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o specific arrangements must be made for occupants with physical or 
mental disabilities to ensure that they are assisted during 
evacuation.  

o no running is to be permitted to avoid panic.  
o on staircases everyone must descend in single file.  
o lifts must not be used.  
o no one must be allowed to re-enter the building until told to do so 

by the Fire Service in attendance, or, in the case of a fire 
evacuation drill the person in charge. 

• Assembly 
o an area outside the building/premises must be designated as an 

assembly point.  
o it must be clearly marked and easily identified.  
o the assembly point must be far enough away from the 

building/premises to afford protection from the heat and smoke in a 
fire situation.  

o the assembly point must be in a position that does not put 
occupants and staff at risk from emergency vehicles responding to 
the incident. 

• Meeting the Brigade 
o the person in charge of the roll call must identify him/herself to the 

Fire Brigade on their arrival. In doing so vital information can be 
relayed to the Fire Officer which will dictate the necessary actions 
to be carried out by the Fire Brigade. 

o Typical information the Fire Brigade will want to know: 
� is everyone accounted for?  
� if anyone is missing: How many? What is their usual 

location? Where were they last seen?  
� where is the fire? What is on fire? (It may not be apparent).  
� are there any hazardous substances involved in the fire or 

stored in the building? (i.e., Chemicals, Solvents, Liquefied 
Petroleum Gas or Acetylene Cylinders etc). 

 
 
Instruction, Training and Recording 
All members of the staff should receive instruction and training appropriate to 
their responsibilities in the event of any emergency. 
 
All members of staff should each receive a personal copy of prepared written 
instructions. They should receive instructions given by a competent person 
annually. Such instruction should include details of how to call the Fire Brigade. 
In the case of newly appointed staff, instruction should be given as soon as 
possible after appointment. 
 
A record of the training and instructions given and fire drills held, should be 
entered in the Fire Safety Register and will include the following: 
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• date of the instruction or fire drill;  

• duration;  

• name of person giving the instruction;  

• names of persons receiving instruction;  

• nature of instruction or fire drill. 
 
Fire drills, which may be combined with the instruction given above, shall be 
carried out regularly (at least bi-annually).  The fire drill should simulate a 
situation where one escape route is not available.  Each fire drill should be 
started by a pre-determined signal and the whole premises checked as if any 
evacuation was in progress. 
 
In large premises a specific person shall be made responsible for organising staff 
training and the name of one other nominated person to co-ordinate the actions 
of the staff in the event of fire.  Effective arrangements should be made for a 
deputy or deputies to carry out the above duties in the absence of the nominated 
persons. 
 
In smaller premises one specific person shall be made responsible for organising 
staff training and for co-ordinating the actions of the staff in the event of fire.  
Effective arrangements should be made for a nominated deputy to be available 
to carry out the above duties. 
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5.1 RECORD OF FIRE SAFETY TRAINING 

 
Note: 
Copy and attach any certificates issued by training provider for submission 
to any authorised officer of Louth County Council Fire and Rescue 

 

 
Date: ________________________________________________ 
 
Duration: ____________________________________________ 
 
Name of Training Provider: _____________________________ 
 
Instructor’s Name: ____________________________________ 
 
Nature of Training: ____________________________________ 
 
List of Attendees: 
 

____________________________   ____________________________ 
 

____________________________   ____________________________ 
 

____________________________   ____________________________ 
 

____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
 
Signed: __________________________ Date: ________________ 
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5.1 RECORD OF FIRE SAFETY TRAINING 

 
Note: 
Copy and attach any certificates issued by training provider for submission 
to any authorised officer of Louth County Council Fire and Rescue 

 

 
Date: ________________________________________________ 
 
Duration: ____________________________________________ 
 
Name of Training Provider: _____________________________ 
 
Instructor’s Name: ____________________________________ 
 
Nature of Training: ____________________________________ 
 
List of Attendees: 
 

____________________________   ____________________________ 
 

____________________________   ____________________________ 
 

____________________________   ____________________________ 
 

____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
____________________________   ____________________________ 

 
 
Signed: __________________________ Date: ________________ 
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5.2 RECORD OF EMERGENCY EVACUATION DRILLS 
 

Staff and other building occupants must be familiar with the emergency 
evacuation procedure and be clear on their role during an evacuation 

 

Date and time of fire drill/evacuation: 
 
_______________________________________________________ 
 
Name of person giving instruction to evacuate: 
 
_______________________________________________________ 
 
Time to complete fire drill/evacuation: 
 
_______________________________________________________ 
 
Number of persons evacuated: 
 
_______________________________________________________ 
 
Any issues of concern arising: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
Proposals to address concerns: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
 
Signed: ______________________________ Date: ____________ 
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5.2 RECORD OF EMERGENCY EVACUATION DRILLS 
 

Staff and other building occupants must be familiar with the emergency 
evacuation procedure and be clear on their role during an evacuation 

 

Date and time of fire drill/evacuation: 
 
_______________________________________________________ 
 
Name of person giving instruction to evacuate: 
 
_______________________________________________________ 
 
Time to complete fire drill/evacuation: 
 
_______________________________________________________ 
 
Number of persons evacuated: 
 
_______________________________________________________ 
 
Any issues of concern arising: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
Proposals to address concerns: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
 
Signed: ______________________________ Date: ____________ 
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5.2 RECORD OF EMERGENCY EVACUATION DRILLS 
 

Staff and other building occupants must be familiar with the emergency 
evacuation procedure and be clear on their role during an evacuation 

 

Date and time of fire drill/evacuation: 
 
_______________________________________________________ 
 
Name of person giving instruction to evacuate: 
 
_______________________________________________________ 
 
Time to complete fire drill/evacuation: 
 
_______________________________________________________ 
 
Number of persons evacuated: 
 
_______________________________________________________ 
 
Any issues of concern arising: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
Proposals to address concerns: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
 
Signed: ______________________________ Date: ____________ 
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5.2 RECORD OF EMERGENCY EVACUATION DRILLS 
 

Staff and other building occupants must be familiar with the emergency 
evacuation procedure and be clear on their role during an evacuation 

 

Date and time of fire drill/evacuation: 
 
_______________________________________________________ 
 
Name of person giving instruction to evacuate: 
 
_______________________________________________________ 
 
Time to complete fire drill/evacuation: 
 
_______________________________________________________ 
 
Number of persons evacuated: 
 
_______________________________________________________ 
 
Any issues of concern arising: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
Proposals to address concerns: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
 
Signed: ______________________________ Date: ____________ 
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5.2 RECORD OF EMERGENCY EVACUATION DRILLS 
 

Staff and other building occupants must be familiar with the emergency 
evacuation procedure and be clear on their role during an evacuation 

 

Date and time of fire drill/evacuation: 
 
_______________________________________________________ 
 
Name of person giving instruction to evacuate: 
 
_______________________________________________________ 
 
Time to complete fire drill/evacuation: 
 
_______________________________________________________ 
 
Number of persons evacuated: 
 
_______________________________________________________ 
 
Any issues of concern arising: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
Proposals to address concerns: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
 
Signed: ______________________________ Date: ____________ 
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5.2 RECORD OF EMERGENCY EVACUATION DRILLS 
 

Staff and other building occupants must be familiar with the emergency 
evacuation procedure and be clear on their role during an evacuation 

 

Date and time of fire drill/evacuation: 
 
_______________________________________________________ 
 
Name of person giving instruction to evacuate: 
 
_______________________________________________________ 
 
Time to complete fire drill/evacuation: 
 
_______________________________________________________ 
 
Number of persons evacuated: 
 
_______________________________________________________ 
 
Any issues of concern arising: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
Proposals to address concerns: 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
 
Signed: ______________________________ Date: ____________ 
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6.0 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Note: The annual inspection of the First Aid Fire Fighting Equipment must 
be carried out by a competent service organisation and the certificate of 
compliance submitted in accordance with the recommendations of IS 
291:2002 

 
 
Inspection Procedure: 
 
Inspection procedure: The monthly inspection procedure shall determine that: 
 

• The extinguisher is in its designated place; 

• Access to or visibility of the extinguisher is not obstructed; 

• Any seals or indicator tabs are not broken; 

• Pressure indicators, where fitted, show the correct pressure; 

• The extinguisher has not been damaged; 

• The extinguisher does not have obvious defects such as a clogged 
nozzle, corrosion, leakage or a loose or damaged hose; 

• In the case of all carbon dioxide gas extinguishers the discharge horn or 
hose/horn is properly secured; 

• The maintenance record label is properly attached to the extinguisher and 
is up to date and the maintenance register is entered up to date; 

• A service certificate should be issued to the customer for record 
purposes. 

 
Frequency of inspection:  
 
Visual inspection of extinguishers shall be carried out at monthly intervals by the 
user, or agent appointed by the user, supplier, or a competent extinguisher 
maintenance agent. More frequent inspection may be necessary in the following 
cases: 
 

• High frequency of outbreaks of fires; 

• Severe hazard; 

• Susceptibility to tampering, damage, vandalism or malicious mischief; 

• Locations which make extinguishers susceptible to mechanical injury such 
as exposure to abnormal temperatures, to corrosive atmospheres or to 
physical obstructions. 
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6.1 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Location of Equipment: 
 

Number Type Size Location  
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6.1 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Weekly/Monthly  
 

Number Type Location 
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6.1 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Weekly/Monthly  
 

Number Type Location 
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6.1 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Weekly/Monthly  
 

Number Type Location 
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6.0 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Weekly/Monthly  
 

Number Type Location 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

    
  
 

 



 25 

 

6.1 INSPECTION OF FIRST AID FIRE FIGHTING 
EQUIPMENT 

 
Weekly/Monthly  
 

Number Type Location 
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7.0 INSPECTION OF MEANS OF ESCAPE ROUTES 

 

Daily inspection should include checking that all doors forming part of the 
means of escape are easily and immediately available and that all means of 
escape routes are free from obstruction at all times. 

 
Escape Route: 
 

Date Inspected by: Faults Found Action 
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7.0 INSPECTION OF MEANS OF ESCAPE ROUTES 

 

Daily inspection should include checking that all doors forming part of the 
means of escape are easily and immediately available and that all means of 
escape routes are free from obstruction at all times. 

 
Escape Route: 
  

Date Inspected by: Faults Found Action 
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7.0 INSPECTION OF MEANS OF ESCAPE ROUTES 

 

Daily inspection should include checking that all doors forming part of the 
means of escape are easily and immediately available and that all means of 
escape routes are free from obstruction at all times. 

 
Escape Route: 
  

Date Inspected by: Faults Found Action 
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7.0 INSPECTION OF MEANS OF ESCAPE ROUTES 

 

Daily inspection should include checking that all doors forming part of the 
means of escape are easily and immediately available and that all means of 
escape routes are free from obstruction at all times. 

 
Escape Route: 
  

Date Inspected by: Faults Found Action 
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8.0 INSPECTION OF FIRE RESISTING DOORS 

 
 
An inspection should be carried out every 6 months to ascertain that: 
 

• All faults recorded in the Fire Safety Register Log book have 
been dealt with and a record of the action noted 

• Every Fire Door closes properly and the receiver engages 

• There are no gaps larger than 4mm between the frame and 
doors or between meeting leaves 

• The combined intumescent strip/cold smoke seal is fully intact 
on the top sides and meeting door leaves 

• The correct signage is on all doors on both sides 

• The correct ironmongery is on the fire doors 

 
Door Number: Date:  Inspected by: Faults Found: Action Taken:  
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Inspection of Fire Resisting Doors 

Number: Date:  Inspected by: Faults Found: Action Taken  
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9.0 FIRE DETECTION & ALARM SYSTEM: USER 
RESPONSIBILITIES 

 
 
Note: The annual inspection of the Fire Detection & Alarm System must be 
carried out by a competent service organisation and the certificate of 
compliance submitted in accordance with the recommendations of IS 
3218:2009 
 

 
Daily Attention:  
  

• Check status of control panel 

• Log any defects 

• Report defect to responsible person 

• Responsible person to action any faults immediately 

• Ensure any logged faults from previous inspections are attended to 
 
 

Weekly Attention:  

 
Daily attention as above in addition to: 
 

• Activate 1 device per 13 zones 

• Confirm correct activation of device 

• Confirm alarm device operation 

• Visual check of standby battery 

 
Quarterly Attention 
 
Weekly attention in addition to: 

• Battery Load Test 

• Operate min. 1 device per zone 

• Confirm all panel functions are operating normally (incl. fault) 

• Confirm alarm device operation 

• Structure/System survey 

• Certificate 
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Annual Attention 
 

• Analysis & Report by service provider 

• Record/Log to be presented by User 
 
 

 
A certificate indicating the buildings Fire Detection & Alarm Systems’ 
compliance with IS 3218:2009 is to be produced on request to any 
authorized officers of Louth County Council Fire and Rescue  
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10.0 FIRE DETECTION & ALARM SYSTEM LOG BOOK 
 

 
The Fire Safety Manager shall ensure that a Log Book is kept in which the 
following shall be recorded: 
 

• The name of the responsible person 

• Brief details of any servicing arrangements 

• Dates and times of all alarms (genuine, practice, test or false) together 
with their causes where known. If alarms have been caused by the 
operation of a detector or manual call point, then the location of the device 
shall be recorded 

• Dates, times and types of all defects and faults 

• Dates and types of all tests 

• Dates and types of all servicing (routine or special) 

• Dates and times of all periods of disconnection or disablement 

• All alterations to the system 
 
The Log Book shall be available for inspection by an authorised officer of Louth 
County Council Fire and Rescue. 
 
The reset switch shall not be used as a method of silencing the alarm sounders, 
since this may destroy the indication of the location of a fire. 
 

 
Notices: 
 
Where possible, permanent notices should be displayed at the entrance to all 
areas in which detectors are sited.  A suitable text may be: 
 
”This area is protected by automatic fire detectors.  Before undertaking any work 
involving heat, flame, dust, or sparks, clearance must be obtained from the 
responsible person.” 
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11.0 LOG BOOK FOR FIRE DETECTION & ALARM 
SYSTEMS  

 

 
 

Name of Premises/Area 
 
Address of Premises   
 
 
 
Log Number       Commencement Date    /   / 
 
Date: 
 
 
 
Responsible Person  
      

 
 
System Designer 

 
 
Name 
 
Address 
 
 
Telephone     email 
 

 
 
Installer  

 
Name 
 
Address 
 
 
Telephone     email 
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Service Provider 

 
Name 
 
Address 
 
 
Telephone     email 
 

 
 
Maintenance provider 

 
Name 
 
Address 
 
 
Telephone     email 
 

 
 
 
THIS LOG BOOK TO BE KEPT AT: 
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12.0 FIRE DETECTION & ALARM SYSTEM: GENERAL REGISTER 

  

 
Event & Detail 

  
Log No. Date Time Device Test Fire Fault Other Detail/Action Date Complete Signature 
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12.0 FIRE DETECTION & ALARM SYSTEM: GENERAL REGISTER 

  

 
Event & Detail 

  
Log No. Date Time Device Test Fire Fault Other Detail/Action Date Complete Signature 
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12.0 FIRE DETECTION & ALARM SYSTEM: GENERAL REGISTER 

  

 
Event & Detail 

  
Log No. Date Time Device Test Fire Fault Other Detail/Action Date Complete Signature 
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12.0 FIRE DETECTION & ALARM SYSTEM: GENERAL REGISTER 

  

 
Event & Detail 

  
Log No. Date Time Device Test Fire Fault Other Detail/Action Date Complete Signature 
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13.0 FALSE ALARM REGISTER 

Log 
Ref. 

Cause of Alarm/Notes Action Taken or 
Needed/Comments 

Date 
Completed 

Signature 
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13.0 FALSE ALARM REGISTER 

Log 
Ref. 

Cause of Alarm/Notes Action Taken or 
Needed/Comments 

Date 
Completed 

Signature 
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14.0 INSPECTION OF EMERGENCY LIGHTING  

 
 
Note: The annual inspection of the Emergency Lighting System must be 
carried out by a competent person/service organisation and the certificate 
of compliance submitted in accordance with the recommendations of IS 
3217:2008 

 

 

Maintenance & Testing 
 
General  
Light Level test shall be carried out every 4 years to confirm adequate 
illumination levels 
 

Weekly Test 
 
A test shall be made once every seven days to ascertain that: 

• Any fault recorded in the log book has been given urgent attention and the 
action noted,  

• Every lamp in a maintained system is lighting, 

• The main control or indicating panel of each central battery system 
indicates normal operation, 

• The main control or indicating panel of each engine driven generator plant 
indicates normal operation. After inspection the system shall be started 
and run to recharge the batteries, and to allow each luminaire to be 
checked for correct operation, 

• The LED in charging circuit is illuminated, 

• Any fault found is recorded in the log book and the action taken and noted. 
 

Quarterly Test 
 

Tests shall be carried out as follows: 

• Each self-contained luminaire and internally illuminated escape route sign 
shall be energized from its battery by simulation of a failure of the supply.  
During this period all luminaries and/or signs shall be examined visually to 
ensure that they are functioning correctly. 

• Each central battery system shall be energized from its battery by 
simulation of a failure of the supply to the normal lighting for a period of at 
least 30 min but not exceeding one quarter of the rated duration of the 
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battery.  During this period all luminaries and/or signs shall be examined 
visually to ensure that they are functioning correctly. 

• Each engine-driven generating plant shall be started up by a simulation of 
a failure of the supply to the normal lighting and allowed to energize the 
emergency lighting system for a continuous period of at least 1 hr.  During 
this time all luminaries and/or signs shall be examined visually to ensure 
that they are functioning correctly.  

 
Annual Test 

 
The quarterly test shall be carried out and the following additional tests made: 
 

• Each emergency lighting installation shall be tested and inspected to 
ascertain compliance with the standard IS 3217: 2008, 

• Each self-contained luminaire and/or internally illuminated sign shall be 
tested for its full duration, 

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

• Each central battery system shall be tested for its full duration, 

• At the end of the test period the supply to the normal lighting shall be 
restored and any indicator lamp or device checked to ensure that it is 
showing that the normal supply has been restored.  The charging 
arrangements shall be checked for proper functioning, 

• Each generator back-up battery, where fitted, shall be tested for its full 
duration.  At the end of the test period the system shall be restored to 
normal operation and the charging arrangements for the back-up and 
engine-starting batteries checked for proper functioning.  Any indicator 
lamp or device shall then be checked to ensure that it is showing that 
normal arrangements have been restored. 

 

A certificate indicating compliance of the building’s Emergency Lighting 
System(s) with IS 3217:2008 shall be produced on request to any 
authorised officer of Louth County Council Fire and Rescue  
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15.0 INVENTORY OF EMERGENCY LIGHTING 
EQUIPMENT 

 
Location of Equipment 
 

Number Type Location 
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15.0 INVENTORY OF EMERGENCY LIGHTING 
EQUIPMENT 

 
Location of Equipment 
 

Number Type Location 
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16.0 INSPECTION OF EMERGENCY LIGHTING 
EQUIPMENT 

 
 

Weekly/Monthly 
 

Date Inspected by Details of Faults & Action Taken 
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16.0 INSPECTION OF EMERGENCY LIGHTING 
EQUIPMENT 

 
 

Weekly/Monthly 
 

Date Inspected by Details of Faults & Action Taken 
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17.0 EMERGENCY LIGHTING PERIODIC INSPECTION 
AND TESTING CERTIFICATE 

 
 
Address of premises………………………………………………………………………. 
………………………………………………………………..Tel. no……………………………. 
 
Date of inspection and test……………………………………………………………………. 
 
Inspection and test carried out by …………………….………………………………… 
 
Name and address (PRINT NAME)……Tel. no…… 
 
I/We hereby certify that the emergency lighting installation at the above premises has been 
inspected and tested in accordance with the schedule below by me/us and to the best of my/our 
knowledge and belief complies at the time of my/our test with the requirements of I.S. 3217:2008 
‘’Emergency Lighting’’, except as stated below. 
 
Signature of person responsible for inspection and test……………………………..……………… 
 
PRINT NAME………………………………………………………………………………. 
 
Title………………………………………………………………………..……………………………… 
 
For and on behalf of ………………………………………………………………… 
 
 
Variations to I.S. 3217:2008 and/or specification (tick one):  No �      Yes �   (listed as attached) 
 
NOTE:  It is the owner's responsibility to ensure that the person carrying out the inspection is competent and 
suitably qualified and meets the criteria for commissioning emergency lighting as detailed in B.4 of I.S. 
3217:2008. 

 
 
 
 

NOTE: 
1. The owner should ensure that the person carrying out the inspection is 
 competent and has received adequate instruction to complete the task. 
 
2. Owing to the possibility of a failure of the supply to the normal lighting 

occurring shortly after a period of testing all tests should be undertaken at 
times of minimum risk. 

 
3. The person carrying out the test must also complete the schedule 

overleaf. 
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18.0 SCHEDULE TO EMERGENCY LIGHTING PERIODIC 
INSPECTION AND TEST CERTIFICATION 

 
Results of inspection and tests:    Delete as Applicable 
 
a) Are correct entries made in the log book?    YES/NO 
 
b) Are record drawings available?     YES/NO 
 
c) Are record drawings correct?      YES/NO 
 
d) Signs: 

1) Are the signs correctly positioned?    YES/NO 
2) Are details of the signs correct?    YES/NO 

 
e) Luminaires: Are luminaires correctly positioned?   YES/NO 
 
f) Illumination for safe movement: 

1) Are the correct lamps installed in the luminaires?  YES/NO 
2) Is the installation in a satisfactory condition?  YES/NO 

 
g) Marking: 

1) Is the category and nominal operating voltage of the system clearly 
marked or readily identifiable?     YES/NO 
2) Is information available to ensure correct battery and lamp 
replacement?       YES/NO 

 
h) Central battery systems including backup batteries: 

1) Are the charging arrangements for secondary batteries satisfactory?   
         YES/NO 

2) Do changeover devices operate satisfactorily upon simulation of failure 
of the normal supply?      YES/NO 

 
3) After operation for the rated duration: 

i) Do all luminaires operate?    YES/NO 
ii) Are all signs illuminated and visible?  YES/NO 
iii) Following the restoration of the system to normal, is the battery 
charger functioning?     YES/NO 
iv) Are the levels and the specific gravities of the battery 
electrolytes satisfactory, where applicable?  YES/NO 
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i) Engine driven generating plant: 
 

After a period of operation of at least 1h: 
 
1) Do all luminaires and operate?    YES/NO 
2) Are all signs illuminated and visible?    YES/NO 
3) Does the back-up battery where installed operate satisfactorily? (See 
(h) above)        YES/NO 
4) Following the restoration of the system to normal: 

 
i) Is the battery charger for the engine starter battery 

functioning?      YES/NO 
ii)  Are the levels and the specific gravities of the battery 

electrolytes satisfactory?    YES/NO 
iii)  Are the fuel coolant and lubricating oil levels correct?   

      YES/NO 
 
 
j) Self-contained luminaires and signs: 
 

After operation for the 3h duration: 
 
1) Does each self-contained luminaire and sign operate? 
        YES/NO 
2) Following restoration of the system to normal supply is the 
battery charger functioning?     YES/NO 

 
 
Comment and Variation from the Standard: 
 
 
 
 
 
 
 
 
 
 
 
Signature of Person Responsible for the test:  
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19.0 FURNITURE & FITTINGS 

 
 
Inventory, suppliers, specifications and test specifications should be 
included in this section for bedding, upholstered furniture, curtains, 
drapes, blinds and floor covering. 
 
Inspection of Upholstered Furniture 
 
Upholstered Furniture, particularly in the designated smoking area 
should be inspected regularly and any item which has its infill material 
exposed should be immediately repaired or removed  

 
 

Date:  Inspected by: Faults Found: Action Taken:  
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19.0 FURNITURE & FITTINGS 

 
  

Date:  Inspected by: Faults Found: Action Taken:  
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20.0 CONTACTING THE FIRE SERVICE IN AN 
EMERGENCY 

 
Most people never have to seek the assistance of the Fire Service.  
When they do, however, they will probably be doing it for the the first 
time.  The following will be helpful: 
 

In an Emergency, Dial 999 or 112 
 

• An operator will ask which service you require.  Ask for the fire 
service. 

• You will be transferred to the East Regional Fire Control Centre 
in Dublin City and asked for some of the following information: 
1. Your telephone number (in case you get cut off) 
2. The address of the premises 
3. The number of the house or apartment 
4. The name of the road or street on which it is located 
5. The name of the Town, Townland, County and nearest fire 

station 
6. Any nearby main roads or landmarks to aid directions 
7. Type of incident – Fire, Crash, Flooding, etc. 
8. Whether anybody is trapped 

 
 

It is Essential to Remain Calm 
 
Panicking will make it difficult for the Fire Controller to get your 
details.  The Controller will mobilise the nearest brigade to you after 
your details have been taken.  If you are calling on a mobile phone 
from an unfamiliar area, the following information will help the Fire 
Controller identify where you are: 

1. Your general area, county, etc. 
2. Local landmarks, e.g., pubs, shops, etc. 
3. Distance from the last village or town you passed through and 

your final destination 
 
You may be asked to reconfirm your location and telephone details 
by the fire control operator.  This is standard practice to ensure that 
the fire control operator has logged your correct details. 
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21.0 FIRE ROUTINE 

 
Establish a fire routine that should be followed in the event of an 
emergency.  When the routine has been decided, display printed 
notices in prominent positions around the building that give simple 
clear instructions to be followed.  An example of a fire routine is set 
out below. 
 
 
 
 

Fire Action 
 

 
• IF YOU DISCOVER A FIRE 

– Operate the nearest fire alarm immediately 
– Call the fire service (Dial 112 or 999 and ask for the fire 

service) 
– Tackle the fire with the nearest extinguisher, but only if it is 

safe to do so 
– The warning sound for a fire in this building is ………….. 

 
• WHEN YOU HEARTHE FIRE ALARM 

– Leave the building by the nearest available exit 
– Assemble at your designated Assembly Point and wait for 

roll call 
– Do not delay leaving the building by collecting personal 

items 
– Do not use lifts 
– Do not re-enter the building until told to do so by the fire 

service 
 

• All fires and suspected fires must be reported to the fire 
service 
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Sample Fire Action Notice 

 


