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Palmer Fire Safety Equipment Weekly Check

Weekly Checklist

This checklist must be used every week to verify that fire safety equipment does not have any obvious damage preventing it from functioning in an emergency. 

Each worker to complete at least one ‘weekly fire safety equipment check’ every 12 months in each house that they work in.

For Items 1-4 this is a VISUAL inspection only as the equipment is checked monthly by an external professional.

For Items 5-10 if action is needed, it is our responsibility to rectify.

Mark the appropriate box as you check each item. If an item is damaged or you are unsure of the condition, mark action required and make a report to the house coordinator or manager.

You must file the completed checklist for reference.

	Address:
	( 106 Palmer St Portland    
or       
( 108 Palmer St Portland 

	Visual Inspection Date: 
	day        /    month        /    year
	Checked by: (please print name)
	

	Participants present during Fire Check: 
	


	1. Smoke Alarms – do not activate smoke alarms.
	2. Fire Indicator Panel - do not activate the panel

	Checked (
            
	Action required (
	Checked (
            
	Action required (

	This is a visual check only. Smoke alarms are activated/checked monthly by an external company.
· All smoke alarms appear to be mounted correctly

· No obvious damage to a smoke alarm 
· Green indicator light is on all smoke alarms
Strobe alarm. 
Checked (
            Action required (
·   No obvious damage to alarm
	· No fault lights on the alarm panel


	3. Sprinkler Heads
	4. External Sprinkler Control Valve Cabinet

	Checked (
            
	Action required (
	Checked (
            
	Action required (

	· Sprinkler heads have at least 500mm clearance 
around them

· Sprinkler heads free of unrelated attachments or 
decorations

· No obvious damage to the sprinkler heads or 
exposed pipe work

· No sign of water leaking from any sprinkler heads

Flat or conical disk concealing a sprinkler head has not been damaged or dislodged
	This is a visual check only. Sprinkler controls are activated/checked monthly by an external company.
Water pressure: ​​​​​​​​​​​​​​​​​​​​​​_________(if not between 200 and 1200 Pa notify house manager)
Open the cabinet using the key 

· No loose or disconnected wires

· No obvious damage or water leaking

· Record the water pressure indicated on the pressure gauge. 



	5. Exits and Exit Paths
	6. Evacuation Packs

	Checked (
            
	Action required (
	Checked (
            
	Action required (

	Internal

· All paths to exits are clear, not obstructed or 
restricted

· Exit doors are easy to open (i.e. doors do not jam)
External

· There are no obstructions or hazards along the 
path which may hinder or injure persons 
evacuating 

Paths to the designated assembly areas are clear and easy to follow
	· Evacuation pack located in designated location

· Contents and information on people is current

· Contents checklist signed - HL-08 Accommodation - 
Evacuation Bag Checklist

	7. Fire Prevention – Housekeeping
	8. Fire Extinguishers x 1

	Checked (
           
	Action required (
	Checked (
            
	Action required (

	Internal

· Rubbish is stored and disposed of in appropriate containers until removed

· Paper or clothing is not allowed to accumulate inside (eg newspaper allowed to stack up, piles of clothing stored in rooms, etc)

· Designated walkways and passages are clear

· Smoking items stored appropriately and ashtrays emptied and cleaned regularly

· Combustible materials are kept away from hot elements (eg tea towels kept away from the stove)

External

· Garden is maintained so it is not overgrown 
	· Fire extinguisher/s located in their designated location and securely mounted
· Fire extinguisher/s easily obtainable in an emergency
· Fire extinguisher has the safety pin and security tie intact.
· Indicator needle on the gauge in the green sector
Fire extinguisher located in the kitchen/dining area

	9. Fire Blankets x 1
	10. Clothes Dryer

	Checked (
            
	Action required (
	Checked (
            
	Action required (

	· Fire blanket is securely mounted in its designated position

· Fire blanket easily obtainable in an emergency

· No obvious damage to the fire blanket

· The fire blanket has not been used
Fire blanket located in the kitchen/dining area
	· Filter is clean
· Surrounds of machine are clear of obstruction

· No obvious damage to power leads




Record keeping:

· Scan and file in "K:\Palmer Street Houses\Fire and Emergency\ HL-07 Palmer Weekly Fire Safety Equipment Check "
· Hard copy file in house folder
Source: https://providers.dffh.vic.gov.au/fire-safety-equipment-weekly-checklist-community-service-organisations-word
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