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Tragedies caused by fires remind us
just how destructive fire can be. To
effectively safeguard your workplace
against the threat of fire, it is essential that your
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business implements regular fire safety checks and fire
safety training for staff.

Please find enclosed "Fire Safety Checklist" and "Fire
Safety Training Record" templates we can use to create
the checks and training workshops to suit your needs.

The checklist can help us in carrying out fire safety
inspection. By organizing regular fire training sessions,
our staff will become more aware of, and capable and
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confident in, discharging their fire safety duties. Please

keep a detailed record of the fire safety training so we
can regularly evaluate and update the fire safety
arrangement on a regular basis.
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Name of Company:
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No

N/A

Yes

N/A

1. Workplace Management

]

. No hoarding up of sundries or waste

- No blockage of passages or fire-resistant doors

Fire-resistant doors can be closed automatically and are
not locked

. No storage of goods in smoke lobbies

Fire safety signs (e.g. no smoking signs) are prominently
displayed

Tinder has been put off and heat sources have been
cooled down
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4. Fire Service Equipment
(e.g. fire extinguishers, sprinklers, hose reels and smoke
detectors, etc.)

a.

b.

C.

Sufficient quantity has been installed
Equipment is easy to reach and operate

A sufficient number of staff members know how to use the
equipment

. The correct type of fire extinguisher has been located

. Equipment is numbered or registered in logbooks and

receives regular check-ups

Identifying labels are placed on all locations of fire
extinguishers

. Equipment is regularly checked and maintained by a

registered contractor
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2. Electrical Installations and Apparatus

a.

b.

Electrical apparatus is kept clean and tidy

Inflammables are stored well away from electrical
apparatus and heat sources, lights and other electrical
heat generators

Preventive measures for power overloads have been
taken

. Electrical installations are regularly checked and repaired

by a qualified electrician
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5. Alarm Systems

a.

b.

C.

d.

The building is installed with an independent alarm system
Emergency power supplies are available in case of blackouts
Staff are able to recognize the tone of the fire alarm

Availability of other means to inform people of fire in the
workplacerbuilding if there is no fire alarm or the fire alarm
is broken
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3. Storage of Inflammable Materials

a.

Inflammables are stored in suitable conditions, i.e. in
properly ventilated areas well away from heat sources
etc.

. Inflammables are stored in a clean and tidy place

Hazardous materials are properly labeled and stored in
leak-proof containers

. Lights, fans and other electrical apparatus in workshops

have been designed with instrinsically safe feature and are
well-maintained
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6. Emergency Preparedness

a. Emergency preparedness plans are in place

b.

Availability of a trained fire emergency team to handle fires

. Staff members are well versed in the handling of emergencies
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. Escape routes and instructions are prominently displayed

"Exit" signs are kept in good condition

At least one emergency drill is held annually

. Emergency preparedness is reviewed on a regular basis

a.

C
f
7. Fire Safety Training

Provision of training for emergency teams to perform duties
such as first-aid, use fire extinguishers and handle emergency
situations

. Employees have been notified of fire escape locations and

instructions (e.g. staff assembly points) in evacuation
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