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Internal Auditor/ Management Self-Assessment Compliance Test Checklist: Single Property


Questions are for auditors’ guidance only and further questions may be asked during establishment inspections.

The checklist should be used by auditors to undertake the three-yearly assessment of compliance against the Accommodation Code or Practice. The Checklist also provides guidance notes for auditors on how to interpret each section of the code. It is recommended that the Checklist is sent to the institution being audited in advance of undertaking the audit. Good practice is for the institution being audited to collate the information ready for the audit and populate, in table below, the responsible officer for the section and where the evidence is located. Managers can also use the checklist to ‘self audit’ in the intervening years to confirm ongoing compliance.  Mandatory elements of the Code are shaded for ease of reference. 
	Code Ref No.
	Mandatory / non mandatory
	Checklist for UUK Code Compliance
	Guidance notes for Auditors
	Document links 
	 Findings 

 
	Evidence obtained and x-reference 

	1.3
	Non-mandatory 
	H/FEEs should ensure that student representatives are fully involved in review, complaints and other procedures integral to the administration of this Code. 

	How does the institution ensure that students are involved in the review of complaints and other procedures integral to the Code e.g. 

· Students could be part of the committee review group

· Part of staff and student liaison groups for accommodation and residencies.

· Accommodation and Students Union representative involvement


	
	
	

	1.4
	Mandatory
	All H/FEEs must make arrangements to publicise
 the existence of the Code to potential students in addition to advising students of the Code during the induction process to residential accommodation.


	The Code can be advertised in many ways; good practice examples are as follows:

· Publicising the logo of the Code on all accommodation material e.g. website, social media, email footers, residencies guide/ or equivalent, correspondence, plaques/posters at hall’s receptions.

· In student induction materials
	
	
	

	1.5
	Mandatory 
	All properties must be constructed, altered or refurbished, and maintained, in accordance with the appropriate building, planning and housing legislation.  The relevant approval notices and certificates should be available for inspection by prior arrangement. 

	Review evidence of building controls certification and appropriate approval notifications. For example, for recent developments/ refurbishments:
· Planning permissions;

· Building controls;
· Contractor handover documents (electrical and gas installation certificates) 
	
	 
	

	1.6
	Non-mandatory
	H/FEEs should ensure that staff are appropriately trained in order to deliver the standards required by the code including equality and diversity.
	Confirm that there is a structured training programme for new and existing staff for elements within Code and application of the Code. This is predominantly training of frontline staff on fulfilling their roles within accommodation. For example, Code e-learning; equality and diversity training.

	
	
	

	Health and safety standards and procedures

	2.1
	No Test
	
	Student residences and their contents as supplied by an establishment must meet the requirements of all relevant health and safety regulations and codes of practice.  Certain special circumstances (e.g. legislation relating to listed buildings) may justify a partial relaxation of these requirements. H/FEE’s must be able to demonstrate appropriate risk assessments and management actions for such areas where any of the requirements of the Code are not adhered to in full.


	2.2
	Mandatory
	H/FEEs must make an analysis of the risk of such events as fire, outbreak of disease or major breakdown of services and equipment and develop procedures for dealing with them. The analysis and the procedures must be documented (e.g. in risk registers) and should be readily available for inspection.
	Review evidence which demonstrates how the H/FEEs make an analysis of the risk of such events as fire, outbreak of diseases or major breakdown of services. Evidence may be located in one of the following forms:

· Policies and procedures

· Risk registers

· Risk assessments

· Business continuity process

Take account of when the document was last reviewed (does the H/FEE have a timeline for regular review i.e. annually?) and whether the document is still relevant. Also, how these processes are communicated to relevant staff/stakeholders.


	
	
	

	2.3
	Mandatory 
	Students must be given clear advice and information on what action is to be taken in the event of an emergency e.g. how to access first aid provision, relevant contact details and mechanisms for reporting incidents and raising health and safety issues.  
	Review evidence of how the H/FEE’s advise students on actions to be taken in the event of an emergencies (24/7) e.g. how to access first aid provision, relevant contact details and mechanisms for reporting incidents and raising health and safety issues. Examples of where the information can be found are:

· Residencies guide or similar publications

· Student Handbooks

· The University website/intranet

· Student induction and materials.

· First aid posters. 

Is it clear that guidance is for 
24/7 or differentiates depending on time and in/ out term 
	
	 
	

	2.4
	Mandatory
	It must be a requirement in every tenancy or license agreement for the student to maintain a reasonably safe environment for the H/FEE’s employees who may have to enter the premises e.g. ensuring that cables to personal electrical equipment are safe. 


	Review tenancy/ license agreement. This must be made clear in tenancy or license agreement for the student to maintain a reasonably safe environment. Good practice is to ensure that this is covered in the induction.
	
	
	

	2A Fire Safety

	2.5
	Mandatory
	All H/FEE’s should have a formal policy that ensures that a suitable and sufficient Fire Risk Assessment (FRA) is conducted by a competent person for all residential accommodation covered by the Code. The FRA and significant outcomes, must be recorded in a formal report. Copies of the FRA should be made available to external agencies upon request.
	Confirm that FRA’s are reviewed periodically (i.e. annually where there is a new cohort of residents) and when significant changes have taken place (i.e. new installation)
Auditors should be looking for the following on a FRA:

· The FRA has been carried out by a ‘competent person’ (i.e. an approved or accredited assessor)

· The date of the inspection and that it is within the periodic timescale

· The building names being audited that fall under the code

· Layout of the building including floor plans

· The inspection findings (i.e. fire doors, lighting, extinguishers, PEEPs, etc)

· Risk rating and timescales for repairs.
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	2.5.1
	Mandatory
	A suitable management system must be in place to ensure that the policy is subject to a regular formal review in order for the FRA to remain current and relevant. More frequent reviews should be initiated and recorded in response to any change of use, refurbishment, remodelling or other alteration that will materially affect the fire safety management systems and procedures.


	See 2.5
	
	
	

	2.5.2
	Mandatory
	All physical works and other management actions identified within the most recent FRA must be completed or have demonstrable mitigating actions in place, in accordance with the allocated priority and proposed timescales.


	Actions identified on the FRA must be completed within the periodic timescales with their priority rating. Actions should be appropriately logged or have demonstrable mitigating actions and should be referenced to the action on the FRA.

	
	
	

	2.6
	Mandatory
	Information and advice must be provided to students at the beginning of their period of occupation on such matters as:
	Review evidence that students are provided with clear written guidelines on the fire safety procedures, including details of the safety measures installed, why they are there, how they operate and what to do in the event of a fire. Notices containing this information should be displayed in all rooms and communal areas, evidence of this should be reviewed as part of a physical inspection.

Good practice is to ensure that this information is provided as part of the following:

· Induction

· Residencies guide or similar publications

· Student Handbooks

· The University website/intranet

· Student induction and materials
· Posters

· Website/ social media 


	
	
	

	2.6.1
	Mandatory
	· Their role in the avoidance of fire risks.
	See 2.6
	
	
	

	2.6.2
	Mandatory
	· Cooking and the safe use of cooking equipment.
	See 2.6 and also 2.12
	
	
	

	2.6.3
	Mandatory
	· Electrical safety – particularly voltage differences.
	See 2.6 This guidance is especially important for overseas students. 
	
	
	

	2.6.4
	Mandatory
	· The dangers of using candles or storing flammable material.
	See 2.6
	
	
	

	2.6.5
	Mandatory
	· Disciplinary action that may be taken if fire alarms or firefighting equipment is mis-used.
	See 2.6
	
	
	

	2.7
	Mandatory
	All equipment relating to fire detection and alarm must be designed, installed and maintained in accordance with the relevant British Standard and the FRA.


	The FRA should specify that the equipment is installed and maintained in accordance with the relevant British Standard (BS5839-1:2017) and the FRA. 

Review evidence from relevant contact within the H/FEE that all equipment relating to fire detection and alarm is designed, installed and maintained in accordance with the relevant British Standard and the FRA. Maintenance for alarms (6-12 months), emergency lighting, sprinklers - annual.

Note: For more recent installations an installation certificate should be available for review. For older installations where there is no certificate, the FRA should document the current condition and if it meets current regulations. 

	
	
	

	2.7.1
	Mandatory
	Fire alarm systems must be tested regularly at pre-arranged times (but see paragraph xix of the Code). 
	The FRA will determine the frequency of the tests as design of the building and alarm types will differ, although it is usually weekly. The auditor should also look at the test records which should note:

· Test date (back date to ensure tests are carried out consistently at the same time and day each week)

· Test zone/call point/panel being tested on rolling basis (100% should be tested over a period of time)

· Lifts return to ground floor (if applicable i.e. that there is a lift in the building and that it is tested as part of the alarm tests)

· Refuge alarms (if applicable)

· Automatic door release (if applicable)

· Issues noted and actioned

· Name of person carrying out the test.

The auditor should also look for evidence that students are made aware of when the tests are being carried out.
	
	
	

	2.7.2
	Mandatory
	Records relating to maintenance, servicing and testing must be retained and made available for inspection upon request.
	Evidence from certified contractor that the fire alarm systems have been serviced and maintained should be provided in the form of a test certificate. BS 5839-1 states, ‘The recommended period between successive inspection and servicing visits should not exceed six months – failure to implement this recommendation will result in the system not being compliant with BS 5839-1 with no allowance for variation.’ It also states that it can be spread over two visits ensuring 100% is inspected over 12 month period.

The certificates should include;

· Log book inspection(including follow-up actions)

· Visual inspection of manual call points

· Automatic fire detectors

· Fire alarm devices

· Any changes in building structure

· Occupancy levels and/or use

· Date of services backdated to ensure consistency

· Name of contractor


	
	
	

	Evacuation Routes (Means of Escape) 


	2.8
	No test
	
	In order to ensure safe evacuation of properties in the event of fire, safe access and egress (means of escape) must be maintained - including corridors, landings, stairs and hallways. The means of fire escape - internal and external - must be maintained and be available at all times. The design and detail of systems in existing buildings will be determined in accordance with a fire safety risk assessment and in consultation with the fire authority or local authority as appropriate. Safety systems include:

	2.8.1
	Mandatory
	The maintenance and servicing of specific equipment and building infrastructure within the Evacuation Routes must be carried out in accordance with relevant British Standards and the FRA, including:


	Records of this testing are available to certify that the fire alarm and emergency
lighting systems have been checked in accordance with legislative requirements

and are in proper working condition.

	
	
	

	2.8.2
	Mandatory
	· Emergency lighting.


	Copies of records must be maintained and captured. 

BS5266. 
Should be tested/serviced monthly and annually respectively. Monthly check that all emergency luminaires are operational and annual check to ensure that the system operates for its rated duration.
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	2.8.3
	Mandatory
	· Fire safety notices and evacuation signs


	Physical verification of fire safety notices and evacuations signs within the sample of halls chosen in the audit. 
	
	
	

	2.8.4
	Mandatory
	· Fire doors (including door closers, push bars, vision panels and ironmongery)
	There is evidence maintained that fire doors are subject to regular review e.g. as part of monthly inspections.  Up to H/FEE to determine frequency of inspection, but this should be documented and adhered to.  
Whilst physically inspecting the halls in your sample review egress and fire doors (including door closers, push bars, vision panels, intumescent strips and ironmongery)
	
	
	

	2.8.5
	Mandatory
	· Automatic door release mechanisms


	As above
	
	
	

	2.8.6
	Mandatory
	· Fire extinguishers and fire blankets


	As per BS5306, extinguishers should be visually inspected monthly to ensure they have not been discharged and are in good repair. Auditors should check the inspection sheets which should show;

· Date of inspection

· Equipment inspected

· Location of equipment

· Any issues

· Replacement of equipment

They should then be either serviced annually or replaced. The certificate should specify the above as well as the type of extinguisher and the total inspected, the contractor and institution should have an asset list to compare. Any not serviced during visit, arrangements should be made to do this at a later date.
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	Fire Evacuation Drills

	2.9
	Mandatory 
	Fire evacuation practices must be conducted at least once at the beginning of each academic year in accordance with arrangements for particular buildings, fire detection systems and the local fire authority. A record must be maintained
	Review Fire Emergency Evacuation Plan/ policies and procedures.

Evidence that there is record for the halls of residence in the sample that they have undertaken the emergency evacuation at the beginning of the year. 
	 
	
	

	Special Circumstances

	2.10
	Mandatory
	Once a student with a disability (including those with a temporary disability) is identified, the H/FEE must undertake an assessment in consultation with the student, and put in place any specific arrangements (e.g. personal emergency evacuation plans PEEP) in case of fire or other emergency.

	Review procedures for identification of students with disabilities and how the institution consults with the student and documents the PEEPS.

Auditors should review a sample of PEEPS for the HE/FEE. 
	
	
	

	2B Electrical and Gas Supplies

	2.11
	Mandatory
	Except in the case of emergencies or essential maintenance, electricity and gas supplies and lighting must be maintained without interruption. 
	Auditors should ask whether the HE/FEE has had outages or cut supply and if so how this was mitigated and resolved. Mitigation may be via back up generation for example. 
	
	
	

	2.12
	Mandatory
	Where students need to operate controls for gas and electrical appliances, simple and precise instructions for their safe and efficient use must be available.

	Review how the HE/FEE record and maintain instructions. Clear written instructions for safe use of all gas and electrical appliances e.g.

· Electronic copies of the manuals provided on the intranet.
· Hardcopies/posters provided near the appliance.
Instructions for the safe use of all electrical appliances should be provided to all tenants including how to use isolate.

	
	
	

	Gas Installations

	2.13
	Mandatory 
	All gas supplies, distribution pipe work and gas fired appliances must comply with the relevant gas safety regulations. 


	Review how the HE/FEE maintains records that boilers, distribution pipe work and gas fired appliances comply with the relevant gas safety regulations e.g.

Institutions should have an asset register which will show the gas supplies and appliances within the building that is being audited (some laundry machines that are supplied by gas will be included in this). Institutions should have a gas safety management policy in place which shows how they aim to comply and the frequency of inspections.
Advice and examples via links 

	https://www.gassaferegister.co.uk/media/1868/landlords_gas_safety_record_large.jpg
https://www.gassaferegister.co.uk/help-and-advice/gas-safety-certificates-records/gas-safety-record/
	
	

	2.14
	Mandatory
	All gas appliances must have an annual gas safety check undertaken by a Gas Safe registered gas installer.  A copy of the safety certificate must be available in accordance with the regulations.
	How does the HE/FEE ensure that Gas contractors are Gas Safe certified? E.g. through procurement process. 
For the Halls of residence in the audit sample review certification for all gas appliances for the halls of residencies. Make sure that the forms are completed i.e. location of the boiler, date completed and authorised by contractor.  Review last two years to provide assurance inspections have been done annually
If there any issues (failed notices) identified as part of the service, the auditor should ensure that the issues have been rectified/ plans in progress to address issue. 
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	Electrical Installations

	2.15
	Mandatory
	All new electrical installations including fixed equipment must be installed and all existing installations maintained in accordance with the most recent version of the Institute of Engineering and Technology requirements.

	How does the HE/FEE ensure that new electrical installations meet the Institute of Electrical Engineers (IEE) Regulations. Guidance via link 
Review a sample of new electrical installations and certification. 
Note:  New installation – upon completion should be tested in accordance with BS 7671 and certified using an Electrical Installation Certificate. This certification is generally valid for a period of five years, after which the installation is certified using an Electrical Installation Condition Report.
	https://www.niceic.com/find-a-contractor/electrics-explained/what-are-the-different-types-of-electrical-certifi

	   
	

	2.16
	Mandatory
	All building electrical installations must be inspected and tested in accordance with statutory requirements, and the results recorded in an appropriate register.


	Electrical Installation condition report must be undertaken every five years. Review evidence that this has taken place and ensure that actions identified have been implemented or have a reasonable timeframe for implementation. 
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	Lighting

	2.17
	Mandatory
	Lighting must be provided in accordance with the Chartered Institution of Building Services Engineers (CIBSE) recommendations. In study bedrooms the recommended level of illumination may be achieved by the use of local task lighting.
	As part of the physical inspection review level of lighting to ensure appropriate in line with Chartered Institution of Building Services Engineers (CIBSE) recommendations. 

CIBSE minimum lighting requirements for task lighting is 300-500 Lux. Standard desk lamps should easily exceed this requirement, but if in doubt a light meter can evidence this e.g. 75W bulb is 1,100 lumens. 

If no desk lamps or in doubt about level of lighting, ask H/FEE whether they are aware of recommended levels and how they monitor these. 
	
	           
	

	Portable Appliance Testing (PAT) 

	2.18
	Mandatory
	All portable appliances supplied by an H/FEE, or used in the premises by H/FEE staff, must be inspected and maintained in accordance with an establishment’s PAT policy. Where arrangements exist for the testing of students’ personal electrical equipment these should be set down in the PAT policy.  The H/FEE must make students aware of the PAT policy, and any procedure for having students’ personal electrical equipment tested.
	Review and obtain PAT Policy. Confirm evidence that the policy has been applied in halls. 

Review evidence of the PAT certification of equipment for the Halls in the sample and within 12 months of the last certification. 

How does the University make the student aware of the PAT Policy e.g.

· Residencies guide

· Induction

· Website/social media

· Posters
	
	
	

	2.19
	Mandatory
	There must be a procedure for dealing with any potentially dangerous personal electrical equipment.  This might include labelling as unsafe, an instruction to remove, or in extreme cases (subject to the terms of the license or tenancy), for example if there is a risk of fire or electrocution, removal to safe keeping or disabling.  The students must be made aware of the procedure and the action implemented.
	Review procedure for dealing with any potentially dangerous personal electrical equipment, and how are staff made aware of procedure.

Review the methods of how this is communicated to students:

· Residencies guide

· Induction

· Website/social media

· Posters
	
	
	

	Water Supplies

	2.20
	Mandatory
	All premises must be provided with hot and cold water to appropriately marked taps. Any cold water supply that is not drinking water must be clearly identified.


	Confirm for those facilities inspected that taps are appropriately marked. Ask the HE/FEE if there are any residencies that do not provide hot and cold water and whether the cold water surplus is not drinking water.

Where this is in place ensure that the water supplies are clearly identified.

	
	
	

	Waste Water

	2.21
	Mandatory
	All waste water must be removed via an appropriate trapped connection to the sewerage system.
	Auditors should ask management whether waste water is removed as per the Code requirement. Does the H/FEE carry out regular e.g. annual documented inspections to ensure that connections are working appropriately? 
	
	  
	

	Water Hygiene

	2.22
	Mandatory
	Hot and cold water services must be installed, monitored and maintained in accordance with HSE and statutory public health requirements including Legionella testing.


	The HE/FEE should have water hygiene policies and procedures and water risk assessment.
Hot and cold water services must be installed, monitored and maintained in accordance with the HSE and statutory public health requirements including Legionella testing:

· Water risk assessment 

· Cold water tank inspection and chlorination
· Hot and cold water temperature testing

· Flushing of little used outlets - taps, toilets, showers.
· Showerhead disinfection
· Calorifiers

The auditor should look for certificates and inspection records from the list above as stated in the risk assessment  for the property sample, taking account of 

· The date (is it within the recommended time)

· Any recommendations or actions (there should be a priority of when the work should be completed)

· All actions the institution carries out should be documented to provide a full audit trail, including any mitigation.
	http://www.hse.gov.uk/pubns/priced/l8.pdf 
	 
	

	Security

	Building and Room Security

	2.23
	Mandatory
	H/FEE managed accommodation must be securable against intrusion.  All registered buildings must be subject to local security risk assessments, with particular attention being paid to access control, surveillance of site perimeter and securing ground and basement windows.
	The auditor should review risk assessments in place for the sample of halls of residencies chosen in the audit
	
	
	

	2.24
	Mandatory
	All main entrances and individual bedroom doors must be lockable, the main entrance door being accessible by all student tenants of the building and bedroom doors accessible only by the student occupant.  
	The auditor should ask management whether this in place across the HE/FEE. As part of the physical inspection, the auditor should review that all main entrances and individual bedroom doors for the sample of halls/bedrooms chosen comply with this.
	
	
	

	2.25
	Mandatory
	All basement, ground and first floor windows must be securable by the student in order to deter theft and intrusion in student bedrooms.


	As above 2.24. Could also  include window restrictors. 
	
	
	

	Staff

	2.26
	Mandatory
	All members of staff (including contractors) must be badged whilst on the premises.  There must be a record kept of staff accessing bedrooms in the absence of the student.
	Review the policies and procedures for entrance to halls. Review a sample of the logs and visitor books. Review evidence of staff accessing bedrooms in the absence of students.
	
	
	

	2.27
	Mandatory
	Staff must be subject to vetting / checks in accordance to the institution’s policy formulated under the relevant legislation. Such policy to include reference to contractors.
	Has the HE/FEE got a policy on safeguarding? Is the policy appropriate i.e. does it cover relevant students at the HEI e.g. under 18s/ vulnerable adults etc.; does it include DBS checks where relevant.  The policy should include reference to how this applies to contractors e.g. code of conduct for contractors. 

Review evidence that the HE/FEE is complying with its policy i.e. review a sample of individuals that should be subject to vetting and checks. 


	 
	   
	

	2.28
	Mandatory
	The procedures regarding the issuing of keys/access cards (including the replacement of lost keys) must be clear and transparent and arrangements for access in the event of lost keys etc. must be set out in the students' welcome pack or equivalent (see 5.8).
	Review procedures and policy over issuing keys and lost keys and is this communicated in the welcome pack and induction.
What arrangements are there for students who lose keys out of hours? 
	
	
	

	Emergency Contacts/Procedures

	2.29
	Mandatory
	H/FEEs must advise students of the procedure to follow in the event of an emergency e.g. bomb alert, summoning an ambulance, reporting a crime or suspicious behaviour.
	Review procedures to follow in the event of an emergency e.g. bomb alert etc. 

Review how this is communicated to students e.g. 

· Residencies guide

· Website

· Induction
· Posters

	
	
	

	CCTV

	2.30
	Mandatory
	Wherever student residences are monitored by CCTV this must be advised in the foyer or on the external entrance to the building, through the use of Statutory CCTV warning signs.  Installation and operation must be in accordance with the relevant legislation. 

	Review policies and procedures on CCTV management within the HE/FEE. The policy should set out the purpose of the CCTV and what it is being used for, purpose intended and who has access to the recordings.

Review through halls chosen in sample to ensure signage is in place.  Signs should be at the entrance to the surveillance system’s zone and reinforcing this with further signs inside the area and also where it is less obvious that there would be surveillance in the area.
	
	  
	

	Kitchen Facilities and Cooking Equipment

	2.31.
	Mandatory
	Where provided, all kitchen facilities must be maintained in good order and repair with all equipment supplied in good working order.  Within self-catering properties, facilities for the preparation, cooking and storage of food must be appropriate to the number of students using the facilities in accordance with local authority published standards.
Users’ instructions must be available.

	Obtain by review of Local authority website/ ask management what local authorities standards are for each of the halls. Be aware that halls spread over geographical areas may be subject to different local authority requirements. Focus, for example, on provision of cooking facilities per number if students.  

Physical inspection of equipment as part of the halls sample to ensure appropriate and in good working order.

Check that user instructions are available for a relevant equipment (copy in flats, website, welcome pack, receptions etc)
Confirm facilities are aligned to local authority standards. 


	
	  
	

	Food Storage

	2.32
	Mandatory
	Cold storage provision must be made available within self-catering properties.
	Physical verification of kitchens to review cold storage. (may also be local authority standards covering this – see 2.3.1 above)
	
	
	

	Bathroom, Toilet and Shower Areas

	2.33
	Mandatory
	These areas must be provided with adequate ventilation and slip-resistant flooring. All sanitary ware must be in good working order and free from cracks and breaks.  All toilets must be provided with fitted toilet seat.  Shower curtains or screens must be provided as appropriate.
	As part of the sample of halls/bedrooms ensure adequate ventilation and slip-resistant flooring. All sanitary is in good working order and free from cracks and breaks.  All toilets are provided with fitted toilet seat.  Shower curtains or screens are provided.
	
	
	

	Furnishing Quality 

	2.34
	Mandatory 
	Décor and furnishings should be provided and maintained in reasonable condition. All furnishings provided must conform to the relevant regulations.
	Through physical inspection review décor and furnishing through physical verification of a sample of rooms whether the décor and furnishings are reasonable.
How does management ensure that furnishings comply with and conform to the relevant regulations? 
	
	  
	

	2.35
	Mandatory 
	All bedrooms must be fitted as a minimum with bed, mattress, worktop or study desk and chair, curtains/blind, drawers/shelving, wardrobe and waste receptacle.
	Review through physical inspections that a 
· bed, mattress, 
· worktop or study desk and chair, 
· curtains/blind, drawers/shelving, 
· wardrobe 

· waste receptacle 
are all in place.

	
	
	

	Post and Mail 

	2.36
	Mandatory
	The H/FEE must put in place suitable arrangements for the receipt and distribution of student mail.  The arrangements should be set out in the students’ welcome pack or similar induction material.  Distribution and collection details should be made available.

Students should be advised of any arrangements for forwarding or redirecting mail after the end of the tenancy/license period.

	Review how arrangements for receipt and distribution of student mail are communicated to students e.g.

· Student welcome pack
· Induction
· Posters
· Intranet
	
	
	

	Approved Contractors 

	3.1
	Mandatory
	Repairs and maintenance must be carried out by appropriately qualified and badged H/FEE employed staff or approved contractors.

	Note – some of this test may have been carried out already for electrical/ gas/ water. 

Review the HE/FEE procedures and policies for recruitment of contractors to ensure that they are qualified and certified as appropriate for the discipline intended e.g. gas installation contractors are Gas Safe registered; Code of conduct for contractors in place. 

Review controls in place to ensure all contractors are recorded and badged on site  
	
	
	

	Fault/Defect Notification and Rectification 

	3.2
	Mandatory
	The H/FEE must provide students with information on how to report a defect or fault, including out of office hours’ procedure and expected response times from the service provider.
	How does the HE/FEE provide information to the students on how to report a defect of fault e.g.

· Online

· Residencies guide

· Induction

· Website

This should also include out of office hours’ procedure and expected response times from the service provider.
	
	
	

	3.3
	Non-mandatory
	The information should set down response times in the published categories – the usual terminology will be: emergency, urgent and non-urgent. If response times are different for different locations this should be made clear.  Students should be kept informed of progress in rectifying any reported defect and in particular any delay in meeting defined response times e.g. if an initial visit is diagnostic or if batching of works occurs.


	Review the information provided to students and confirm it meets the standards as described to the left.
	
	
	

	3.4
	Non-Mandatory
	Where repairs or maintenance work is necessary due to damage caused by residents or their guests, the residents should be notified of the total costs and charges for the repair as soon as practicably possible.
	Evidence information provided  to students telling them they will be charged for any damage caused by them or their guests. This could be in Residents Guide, Terms & Conditions, posters, website, etc.

Auditors could also review a sample of related incidents and confirm whether the policy was followed.

	
	
	

	Planned and Reactive Maintenance 

	3.5
	Non-Mandatory
	When undertaking planned works, consideration should be given to the potential impact on residents and inconvenience / disturbance should be kept to a minimum at all times. Planned works should normally avoid sensitive periods, such as exams, and a minimum period of 7 days’ notice given to residents.  For any urgent works, a minimum of 24 hours’ notice should be given unless the circumstances require an immediate response. 

	Review the policy and procedures for planned and reactive maintenance. 
Review how this is communicated to the students e.g. induction, residencies guide and website 
	
	
	

	Grounds Maintenance 

	3.6
	Mandatory
	All planting and fences around residences should be well maintained and designed to minimise opportunities for concealment of intruders.  Principal pathways and car parks should be hard paved (or have another suitable surface) and must be illuminated appropriately for the environment.  


	Review the security risk assessment to identify how it ensures it minimises opportunities for concealment of intruders.

Ask management how they ensure that all principal pathways and car parks are illuminated appropriately for the environment (e.g. physical inspections). 
	
	
	

	3.7
	Non-Mandatory 
	Grounds should be cleared of rubbish and litter on a regular basis and kept tidy. Students should be encouraged to avoid causing, or adding to, litter.  Consideration should be given to the provision of waste / recycling and cigarette disposal facilities.  

	Confirm arrangements in place to monitor and clear litter. Confirm advice provided to students in respect of waste disposal/ recycling etc (see also 4.5). Visual inspection of halls/ grounds 
	
	
	

	3.8
	Non-Mandatory
	Policies on snow and ice clearance should be made available for residents in appropriate locations and should specify expected clearance times, including any different timings for different locations.  Where residences are adjacent to the public highway, they should display advice regarding the Local Authority's responsibilities

	Review the snow and ice policy to ensure it is appropriate for the environment and that it is communicated to students e.g. residences guide, website, welcome packs etc.
	
	
	

	Environmental Quality

	Energy efficiency

	4.1
	Mandatory
	Heating in all residential areas should meet the minimum requirements defined in the relevant H/FEE  policy. Adequate lighting, hot water and ventilation must be provided, as appropriate for all residential areas including; each bedroom, social space, kitchen, circulation space (e.g. corridors, stair cases, entrance lobbies) and shower/bath room.

	Review evidence of policy and that residential areas meet the minimum requirements deigned in the relevant H/FEE policy. 

Review evidence for the sample of halls through physical verification. See relevant previous sections i.e. Lighting.
Has H/FEE received complaints in respect of heating and have these been resolved? 
	
	 
	

	4.2
	Mandatory
	H/FEE’s must be able to demonstrate how they encourage residents and staff to be environmentally responsible in their consumption of energy and water.  

	Review evidence how the H/FEE encourage staff to be environmentally responsible through:

· Induction,

· Residencies guide 

· Website/social media

· Posters
	
	
	

	Refuse Collection 

	4.3
	Mandatory 
	Adequate provision must be made for the collection of all domestic refuse generated from residences.  Details should be communicated to students and notices on collection arrangements should be placed in appropriate common areas.

	Ask how often domestic refuge is collected and how communicated to students. Through physical inspection review if there is a buildup of waste. Review how this is communicated to students through:

· Induction,

· Residencies guide 

· Website/social media

· Posters
	
	
	

	Pest Control 

	4.4
	Non-Mandatory 
	The H/FEE is expected to ensure that as far as possible residential areas are kept free from pests and properties are well maintained to deter any potential infestation.  Arrangements for reporting infestations must be made clear together with the anticipated response times.
 
	Review policy and procedures in place for managing pest control. Through physical inspection review whether there are any contributory factors towards infestations i.e. build-up of rubbish.

How are student made aware of the reporting arrangements for pest control e.g/ residencies guide, posters, website etc. 
	
	
	

	Recycling

	4.5
	Non-Mandatory 
	The H/FEE should provide schemes for reuse / recycling in conjunction with waste contractors / local authorities. Where implemented, schemes must be clearly explained to residents and participation encouraged. Details of recycling arrangements, including the location of recycling stations should be communicated to students and contained in the H/FEE’s environmental policy. 

	Physical verification of the recycling scheme and supporting procedures and policies. Review how this is communicated to students e.g.

· Website

· Residencies guide 

· Social media

· Posters

	
	
	

	Transport and Travel 

	4.6
	Mandatory
	Residents must be advised of any car parking arrangements. The information provided must also refer to the availability of bicycle and motor cycle parking.


	Review evidence of how this is communicated to students, through

· Residencies guide 

· Posters

· Website
	
	
	

	4.7
	Non-mandatory
	Residents should be provided with details of access to public transport and any recommended pedestrian routes.
	Review evidence of how this is communicated to students, through

· Residencies guide 

· Posters 

· Website
	
	
	

	Landlord and Tennant Relationship 

	5.1
	Mandatory
	H/FEEs must have a clear and coherent statement in place outlining the relationship between the H/FEE, as landlord and the student, as tenant or licensee.
	Review evidence of statement in place outlining the relationship between the H/FEE, as landlord and the student, as tenant or licensee, through

· Tenancy/ license agreements
· Terms and Conditions 
	
	
	

	5.2
	Mandatory
	A written contract must exist between the H/FEE and the student for the provision of residential accommodation prior to the commencement of occupation. The contract documentation must be made available either in electronic format or as a hard copy by the H/FEE, and include reference to any contractual terms and responsibilities of both the H/FEE and the student.  The H/FEE must provide the student with a copy of the residential contract once entered into.
	Review the contract (as identified in 5.1) to ensure it is in place between students which states the terms and conditions. Review process for how the contract is provided to the students.
	
	
	

	5.3
	Mandatory
	The terms of any contractual relationship and information on the respective roles and responsibilities of the H/FEE and the student must be made available to all prospective residents in advance of students entering into a contractual relationship for residential accommodation.


	Auditors should view the application/offer/acceptance process and the terms & conditions which residents must confirm that they have read and understood before they accept their offer/enter into a contract.

	
	
	

	5.4
	Mandatory
	Where an H/FEE requires payment of a (damage) deposit (or similar) for the duration of the period of occupation, the H/FEE must indicate clearly what the deposit is to be used for, the amount to be paid, and how the scheme is administered. H/FEE should endeavor to return any deposit balances due, within 28 days of the end of the contracted period, including details of all deductions from the initial amount paid.
	Review evidence in place through policies and procedures for deposit management. This should indicate clearly what the deposit is to be used for, the amount being paid and how the scheme is administered. Review also how this is communicated to students.
	
	
	

	5.5
	Mandatory 
	The H/FEE must make available the following information:


	

	5.5.1
	Mandatory 
	· The relevant procedures for application and allocation of residential accommodation including any application eligibility criteria.


	Review application and allocation policy, and evidence of how this is communicated to students e.g. website, accommodation applications process, admissions information, posters, residencies guide, induction, tenancy agreements etc.
	
	
	

	5.5.2
	Mandatory 
	· The total number of rooms available by type (i.e. single, twin, studio, en suite and self-catering).

.
	As above.
	
	
	

	5.5.3
	Mandatory 
	· The fees and charges for each type of available accommodation.


	As above.
	
	  
	

	5.5.4
	Mandatory 
	· The length of the contract period for each room type.  


	As above.
	
	
	

	5.5.5
	Mandatory 
	· Availability, if any, of parking facilities and/or cycle storage.


	As above.  
	
	
	

	5.5.6
	Mandatory 
	· Credit control arrangements including payment schedules and options for payment,  any additional costs that may be incurred by a resident (e.g. lost keys or access cards, damage charging, late payment charges, debt pursuance charges, debt arrears penalties etc.) and any bursaries or discounts that may be available and the terms under which these are offered.


	As above. See also 2.2.8 and 3.4
	
	
	

	5.5.7
	Mandatory 
	· The terms under which a student or H/FEE is able to terminate or cancel a residential contract.
	As above and terms & conditions.
	
	
	

	5.5.8
	Mandatory 
	· The procedure for lodging a complaint about the residential accommodation or management of the property, or ancillary services provided by an H/FEE.
	As above.
	
	
	

	5.5.9
	Mandatory 
	· Information concerning management’s right of access to a study bedroom or shared facilities.
	As above.
	
	.
	

	5.5.10
	Mandatory 
	· The procedure for reporting a defect or requesting maintenance: including who to contact.


	As above. See also 3.2
	
	
	

	5.5.11
	Mandatory 
	· Service level statements (SLS’s) or equivalent should be made available, and set out schedules and expected response times for any reactive (i.e. maintenance) services which are provided in each establishment.


	As above. See also 3.2 & 3.3
	
	
	

	5.5.12
	Mandatory 
	· Arrangements for access in the event of lost keys or access control devices.


	As above. See also 2.2.8
	
	
	

	5.5.13
	Mandatory 
	· Any cleaning schedules appertaining to the property, including communal areas and study bedroom accommodation. This must include which areas are cleaned, the frequency of cleaning, and any student responsibility for cleaning of facilities in accordance with a service level statement (or similar) if applicable.  All rooms and facilities must be prepared for the start of the occupancy period in a clean and habitable condition.
	As above. View cleaning schedule in selected halls. Is there clarity over H/FEE and students respective cleaning responsibilities?  How are these responsibilities communicated to students. 

How does H/FEE ensure clean and habitable facilities before occupancy e.g. summer deep clean?  
	
	
	

	5.6
	Mandatory 
	Laundry facilities where provided, must be maintained in good working condition.  Instructions, including fault reporting and emergency procedures, must be made available.

.
	Review evidence of how this is communicated to students.

Review through physical inspection whether Laundry facilities appear in good working order. Confirm access to relevant instructions. 
Note - Some machines may have gas so gas safety certificates (CP12) will need to be viewed. If the machines are leased and managed externally then the H/FEE should seek assurance that they are being maintained in accordance with regulations.
	
	
	

	5.7
	Mandatory 
	Information regarding the internet service must be provided. If an internet service is not provided, this must be made clear.


	Review how this is communicated to students, obtain communication to students on internet services.

	
	
	

	Induction Briefing 

	5.8
	Mandatory
	H/FEEs must either hold an induction briefing, and/or provide relevant information to students by way of welcome literature or offer an e-induction process prior to, or at the beginning of occupation. This must advise students that their accommodation is covered by this Code.  It must also include specific advice on issues such as health, safety (e.g. fire evacuation procedures), well-being matters, conduct and behaviour and guidance on communal living. It must also provide details on the sources of information, advice and guidance offered by the University and Student’s Union.


	Review evidence of the induction/briefing provided to students prior to or at the beginning of occupation. This should cover the areas outlined in 5.5

	
	
	

	Management Contact Details

	5.9
	Mandatory
	At the commencement of occupancy H/FEEs must provide students with relevant contact details of duty officers / wardens / security staff, student representatives etc. and also, as appropriate, any central accommodation office, maintenance office or halls office. 


	Review how this information is communicated to students e.g. through the residencies guide, intranet/website, posters, wallet size call cards etc.
	
	
	

	Insurance Liabilities

	5.10
	Mandatory
	H/FEEs must provide a statement outlining the extent of its own insurance liabilities in respect of a student’s belongings and personal items, and details of any specific insurance cover that is contained within the accommodation fee.


	Review evidence of the statement outlining the extent of its own insurance liabilities in respect of a student’s belongings and personal items and details of any specific insurance cover that is contained within the accommodation fee (terms and conditions; induction guides; tenancy agreement).

	
	
	

	Health and Wellbeing

	6.1
	Mandatory
	H/FEEs must provide information to students in respect of its provision of student support services (which may include but not be limited to wellbeing, financial and disability support) and how to access them. The information provided must include reference to services provided by the University, the Students’ Union and other appropriate or relevant agencies.

 
	Obtain and review the information provided to students on student support services. 
	
	
	

	6.2
	Mandatory
	H/FEEs must ensure that residents have information on how to access emergency support (both during usual working hours but also outside of these hours) including contact details and procedures to follow.  


	Review how the H/FEE provides residents with information on how to access emergency support.
	
	
	

	6.3
	Mandatory
	H/FEEs must provide information on how to register with one or more local GP practices or their own medical services and encourage all residents to register as soon as possible.   


	Review and obtain information provided to students on how to register with one or more local GP Practices. This information will usually be provided through the residences guide, posters, induction materials, intranet and website.
	
	
	

	6.4
	Mandatory
	H/FEEs must have in place appropriate policies and procedures to support residents that are experiencing health or wellbeing issues, which include encouraging students to access relevant support services, and procedures to ensure the relevant organisations are contacted if a resident is thought to be at risk, including Police, NHS, and the University officer/department (where data protection and confidentiality legislation permits).


	Obtain policies and procedures regarding how institutions deal with health and wellbeing in halls.
	
	
	

	6.5
	Non-mandatory
	Staff should be trained on, or will have sufficient knowledge of, the procedures in place to support students experiencing a health or wellbeing issue.
	Review how the H/FEE make staff aware of the procedures and support for students experiencing a health or wellbeing issue. Review training records as necessary.
	
	
	

	Anti-Social Behaviour and Disciplinary Procedures 

	Conduct and Behavior

	7.1
	Mandatory
	The H/FEE must demonstrate procedures to minimise and deal with, any anti-social behaviour
 by occupants and/or their guests and visitors. 


	Review evidence of the student disciplinary policies and procedures to ensure that this makes reference to anti-social behavior including occupants and or their guests and visitors. This should also be outlined in the residencies guide, terms and conditions and tenancy agreement.
	
	
	

	7.2
	Non-mandatory
	The H/FEE should demonstrate how it encourages residents to act in a fit and proper manner at all times, treat both the property and neighbours - fellow students, staff and members of the local community – with due respect, regard and consideration.


	Review and obtain how the HE/FEE communicates and encourages residents to act in a fit and proper manner at all times: e.g.

· Communications through induction 

· Welcome packs / residencies guide
· Social media and website/intranet

· posters
	
	
	

	7.3
	Mandatory
	The H/FEE must make residents aware of the H/FEE’s code of behaviour and disciplinary procedures (or similar), and how it deals with any incidents of reported inappropriate conduct or behaviour.


	This is covered by 7.1 and could be communicated via social media websites, tenancy agreements.
	
	
	


	1) GENERAL

	1.3
	Non- mandatory
	H/FEEs should ensure that student representatives are fully involved in review, complaints and other procedures integral to the administration of this Code. 
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	1.4
	Mandatory
	All H/FEEs must make arrangements to publicise
 the existence of the Code to potential students in addition to advising students of the Code during the induction process to residential accommodation.
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	1.5
	Mandatory
	All properties must be constructed, altered or refurbished, and maintained, in accordance with the appropriate building, planning and housing legislation.  The relevant approval notices and certificates should be available for inspection by prior arrangement. 
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	1.6
	Non-mandatory
	H/FEEs should ensure that staff are appropriately trained in order to deliver the standards required by the code including equality and diversity.
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	2) HEALTH AND SAFETY STANDARDS AND PROCEDURES

	2.2
	Mandatory
	H/FEEs must make an analysis of the risk of such events as fire, outbreak of disease or major breakdown of services and equipment and develop procedures for dealing with them. The analysis and the procedures must be documented (e.g. in risk registers) and should be readily available for inspection.
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	2.3
	Mandatory
	Students must be given clear advice and information on what action is to be taken in the event of an emergency e.g. how to access first aid provision, relevant contact details and mechanisms for reporting incidents and raising health and safety issues.  
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	2.4
	Mandatory
	It must be a requirement in every tenancy or license agreement for the student to maintain a reasonably safe environment for the H/FEE’s employees who may have to enter the premises e.g. ensuring that cables to personal electrical equipment are safe. 
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	Fire Safety

	2.5
	Mandatory
	All H/FEE’s should have a formal policy that ensures that a suitable and sufficient Fire Risk Assessment (FRA) is conducted by a competent person for all residential accommodation covered by the Code. The FRA and significant outcomes, must be recorded in a formal report. Copies of the FRA should be made available to external agencies upon request.
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	2.5.1
	Mandatory
	A suitable management system must be in place to ensure that the policy is subject to a regular formal review in order for the FRA to remain current and relevant. More frequent reviews should be initiated and recorded in response to any change of use, refurbishment, remodelling or other alteration that will materially affect the fire safety management systems and procedures.
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	2.5.2
	Mandatory
	All physical works and other management actions identified within the most recent FRA must be completed or have demonstrable mitigating actions in place, in accordance with the allocated priority and proposed timescales.
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	2.6
	Mandatory
	Information and advice must be provided to students at the beginning of their period of occupation on such matters as:
	
	
	
	
	
	

	2.6.1
	Mandatory 
	· Their role in the avoidance of fire risks.
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	2.6.2
	Mandatory
	· Cooking and the safe use of cooking equipment.
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	2.6.3
	Mandatory
	· Electrical safety – particularly voltage differences.
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	2.6.4
	Mandatory
	· The dangers of using candles or storing flammable material.
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	2.6.5
	Mandatory
	· Disciplinary action that may be taken if fire alarms or firefighting equipment is mis-used.
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	2.7
	Mandatory
	All equipment relating to fire detection and alarm must be designed, installed and maintained in accordance with the relevant British Standard and the FRA.
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	2.7.1
	Mandatory
	Fire alarm systems must be tested regularly at pre-arranged times (but see paragraph xix of the Code).
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	2.7.2
	Mandatory
	Records relating to maintenance, servicing and testing must be retained and made available for inspection upon request.
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	2.8.1
	Mandatory
	The maintenance and servicing of specific equipment and building infrastructure within the Evacuation Routes must be carried out in accordance with relevant British Standards and the FRA, including:
	
	
	
	
	
	

	2.8.2
	Mandatory
	· Emergency lighting.
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	2.8.3
	Mandatory
	· Fire safety notices and evacuation signs
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	2.8.4
	Mandatory
	· Fire doors (including door closers, push bars, vision panels and ironmongery)
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	2.8.5
	Mandatory
	· Automatic door release mechanisms
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	2.8.6
	Mandatory
	· Fire extinguishers and fire blankets
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	Fire Evacuation Drills 

	2.9
	Mandatory
	Fire evacuation practices must be conducted at least once at the beginning of each academic year in accordance with arrangements for particular buildings, fire detection systems and the local fire authority. A record must be maintained
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	Special Circumstances 

	2.10
	Mandatory
	Once a student with a disability (including those with a temporary disability) is identified, the H/FEE must undertake an assessment in consultation with the student, and put in place any specific arrangements (e.g. personal emergency evacuation plans PEEP) in case of fire or other emergency.
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	Electrical and Gas Supplies

	2.11
	Mandatory
	All gas supplies, distribution pipe work and gas fired appliances must comply with the relevant gas safety regulations.
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	2.12
	Mandatory
	Where students need to operate controls for gas and electrical appliances, simple and precise instructions for their safe and efficient use must be available.
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	Gas Installations

	2.13
	Mandatory
	All gas supplies, distribution pipe work and gas fired appliances must comply with the relevant gas safety regulations. 
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	2.14
	Mandatory
	All gas appliances must have an annual gas safety check undertaken by a Gas Safe registered gas installer.  A copy of the safety certificate must be available in accordance with the regulations.
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	Electrical Installations 

	2.15
	Mandatory
	All new electrical installations including fixed equipment must be installed and all existing installations maintained in accordance with the most recent version of the Institute of Engineering and Technology requirements.
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	2.16
	Mandatory
	All building electrical installations must be inspected and tested in accordance with statutory requirements, and the results recorded in an appropriate register.
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	Lighting

	2.17
	Mandatory
	Lighting must be provided in accordance with the Chartered Institution of Building Services Engineers (CIBSE) recommendations. In study bedrooms the recommended level of illumination may be achieved by the use of local task lighting.
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	Portable Appliance Testing (PAT)

	2.18
	Mandatory
	All portable appliances supplied by an H/FEE, or used in the premises by H/FEE staff, must be inspected and maintained in accordance with an establishment’s PAT policy. Where arrangements exist for the testing of students’ personal electrical equipment these should be set down in the PAT policy.  The H/FEE must make students aware of the PAT policy, and any procedure for having students’ personal electrical equipment tested.
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	2.19
	Mandatory
	There must be a procedure for dealing with any potentially dangerous personal electrical equipment.  This might include labelling as unsafe, an instruction to remove, or in extreme cases (subject to the terms of the license or tenancy), for example if there is a risk of fire or electrocution, removal to safe keeping or disabling.  The students must be made aware of the procedure and the action implemented.
	
	
	
	
	
	

	Water Supplies 

	2.20
	Mandatory
	All premises must be provided with hot and cold water to appropriately marked taps. Any cold water supply that is not drinking water must be clearly identified.
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	Waste Water 

	2.21
	Mandatory
	All waste water must be removed via an appropriate trapped connection to the sewerage system.
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	Water Hygiene
	
	
	
	
	
	

	2.22
	Mandatory
	Hot and cold water services must be installed, monitored and maintained in accordance with HSE and statutory public health requirements including Legionella testing.
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	

	Security  -  Building and room security

	2.23
	Mandatory 
	H/FEE managed accommodation must be securable against intrusion.  All registered buildings must be subject to local security risk assessments, with particular attention being paid to access control, surveillance of site perimeter and securing ground and basement windows.
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	2.24
	Mandatory
	All main entrances and individual bedroom doors must be lockable, the main entrance door being accessible by all student tenants of the building and bedroom doors accessible only by the student occupant.  
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	2.25
	Mandatory
	All basement, ground and first floor windows must be securable by the student in order to deter theft and intrusion in student bedrooms.
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	Staff

	2.26
	Mandatory
	All members of staff (including contractors) must be badged whilst on the premises.  There must be a record kept of staff accessing bedrooms in the absence of the student.
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	2.27
	Mandatory
	Staff must be subject to vetting / checks in accordance to the institution’s policy formulated under the relevant legislation. Such policy to include reference to contractors.
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	2.28
	Mandatory
	The procedures regarding the issuing of keys/access cards (including the replacement of lost keys) must be clear and transparent and arrangements for access in the event of lost keys etc. must be set out in the students' welcome pack or equivalent (see 5.8).
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	Emergency contacts / procedures

	2.29
	Mandatory
	H/FEEs must advise students of the procedure to follow in the event of an emergency e.g. bomb alert, summoning an ambulance, reporting a crime or suspicious behaviour.
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	CCTV

	2.30
	Mandatory 
	Wherever student residences are monitored by CCTV this must be advised in the foyer or on the external entrance to the building, through the use of Statutory CCTV warning signs.  Installation and operation must be in accordance with the relevant legislation. 
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	Kitchen facilities and cooking equipment 
	

	2.31
	Mandatory
	Where provided, all kitchen facilities must be maintained in good order and repair with all equipment supplied in good working order.  Within self-catering properties, facilities for the preparation, cooking and storage of food must be appropriate to the number of students using the facilities in accordance with local authority published standards. Users’ instructions must be available.
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	Food Storage

	2.32
	Mandatory
	Cold storage provision must be made available within self-catering properties.
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	Bathroom, toilet and shower areas

	2.33
	Mandatory
	These areas must be provided with adequate ventilation and slip-resistant flooring. All sanitary ware must be in good working order and free from cracks and breaks.  All toilets must be provided with fitted toilet seat.  Shower curtains or screens must be provided as appropriate. 
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	Furnishing quality

	2.34
	Mandatory
	Décor and furnishings should be provided and maintained in reasonable condition. All furnishings provided must conform to the relevant regulations.
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	2.35
	Mandatory
	All bedrooms must be fitted as a minimum with bed, mattress, worktop or study desk and chair, curtains/blind, drawers/shelving, wardrobe and waste receptacle.
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	Post/Mail

	2.36
	Mandatory 
	The H/FEE must put in place suitable arrangements for the receipt and distribution of student mail.  The arrangements should be set out in the students’ welcome pack or similar induction material.  Distribution and collection details should be made available. Students should be advised of any arrangements for forwarding or redirecting mail after the end of the tenancy/license period.
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	Approved contractors

	3.1
	Mandatory
	Repairs and maintenance must be carried out by appropriately qualified and badged H/FEE employed staff or approved contractors.
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	Fault / defect notification and rectification

	3.2
	Mandatory
	The H/FEE must provide students with information on how to report a defect or fault, including out of office hours’ procedure and expected response times from the service provider.
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	3.3
	Non-mandatory
	The information should set down response times in the published categories – the usual terminology will be: emergency, urgent and non-urgent. If response times are different for different locations this should be made clear.  Students should be kept informed of progress in rectifying any reported defect and in particular any delay in meeting defined response times e.g. if an initial visit is diagnostic or if batching of works occurs.
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	3.4
	Non-mandatory
	Where repairs or maintenance work is necessary due to damage caused by residents or their guests, the residents should be notified of the total costs and charges for the repair as soon as practicably possible.
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	Planned and reactive maintenance

	3.5
	Non-mandatory
	When undertaking planned works, consideration should be given to the potential impact on residents and inconvenience / disturbance should be kept to a minimum at all times. Planned works should normally avoid sensitive periods, such as exams, and a minimum period of 7 days’ notice given to residents.  For any urgent works, a minimum of 24 hours’ notice should be given unless the circumstances require an immediate response.
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	Grounds maintenance 

	3.6
	Mandatory 
	All planting and fences around residences should be well maintained and designed to minimise opportunities for concealment of intruders.  Principal pathways and car parks should be hard paved (or have another suitable surface) and must be illuminated appropriately for the environment.  
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	

	3.7
	Non-Mandatory
	Grounds should be cleared of rubbish and litter on a regular basis and kept tidy. Students should be encouraged to avoid causing, or adding to, litter.  Consideration should be given to the provision of waste / recycling and cigarette disposal facilities.  
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	

	3.8
	Non-mandatory
	Policies on snow and ice clearance should be made available for residents in appropriate locations and should specify expected clearance times, including any different timings for different locations.  Where residences are adjacent to the public highway, they should display advice regarding the Local Authority's responsibilities
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	4) ENVIRONMENTAL QUALITY

	Energy efficiency

	4.1
	Mandatory
	Heating in all residential areas should meet the minimum requirements defined in the relevant H/FEE policy. Adequate lighting, hot water and ventilation must be provided, as appropriate for all residential areas including; each bedroom, social space, kitchen, circulation space (e.g. corridors, stair cases, entrance lobbies) and shower/bath room.
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	4.2
	Mandatory
	H/FEE’s must be able to demonstrate how they encourage residents and staff to be environmentally responsible in their consumption of energy and water.  
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	Refuse collection

	4.3
	Mandatory
	Adequate provision must be made for the collection of all domestic refuse generated from residences.  Details should be communicated to students and notices on collection arrangements should be placed in appropriate common areas.
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	Pest control

	4.4
	Mandatory
	The H/FEE is expected to ensure that as far as possible residential areas are kept free from pests and properties are well maintained to deter any potential infestation.  Arrangements for reporting infestations must be made clear together with the anticipated response times.
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	Recycling

	4.5
	Mandatory
	The H/FEE should provide schemes for reuse / recycling in conjunction with waste contractors/ local authorities. Where implemented, schemes must be clearly explained to residents and participation encouraged. Details of recycling arrangements, including the location of recycling stations should be communicated to students and contained in the H/FEE’s environmental policy.
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	Transport and travel

	4.6
	Mandatory
	Residents must be advised of any car parking arrangements. The information provided must also refer to the availability of bicycle and motor cycle parking.
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	4.7
	Non-mandatory
	Residents should be provided with details of access to public transport and any recommended pedestrian routes.
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	5) LANDLORD AND TENANT RELATIONSHIP

	5.1
	Mandatory
	H/FEEs must have a clear and coherent statement in place outlining the relationship between the H/FEE, as landlord and the student, as tenant or licensee.
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	5.2
	Mandatory 
	A written contract must exist between the H/FEE and the student for the provision of residential accommodation prior to the commencement of occupation. The contract documentation must be made available either in electronic format or as a hard copy by the H/FEE, and include reference to any contractual terms and responsibilities of both the H/FEE and the student.  The H/FEE must provide the student with a copy of the residential contract once entered into.
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	5.3
	Mandatory
	The terms of any contractual relationship and information on the respective roles and responsibilities of the H/FEE and the student must be made available to all prospective residents in advance of students entering into a contractual relationship for residential accommodation.
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	5.4
	Mandatory 
	Where an H/FEE requires payment of a (damage) deposit (or similar) for the duration of the period of occupation, the H/FEE must indicate clearly what the deposit is to be used for, the amount to be paid, and how the scheme is administered. H/FEE should endeavor to return any deposit balances due, within 28 days of the end of the contracted period, including details of all deductions from the initial amount paid.
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	5.5
	
	The H/FEE must make available the following information:
	

	5.5.1
	Mandatory 
	· The relevant procedures for application and allocation of residential accommodation including any application eligibility criteria.
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	5.5.2
	Mandatory
	· The total number of rooms available by type (i.e. single, twin, studio, en suite and self-catering).
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	5.5.3
	Mandatory
	· The fees and charges for each type of available accommodation.
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	5.5.4
	Mandatory
	· The length of the contract period for each room type.  
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	5.5.5
	Mandatory
	· Availability, if any, of parking facilities and/or cycle storage.
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	5.5.6
	Mandatory
	· Credit control arrangements including payment schedules and options for payment,  any additional costs that may be incurred by a resident (e.g. lost keys or access cards, damage charging, late payment charges, debt pursuance charges, debt arrears penalties etc.) and any bursaries or discounts that may be available and the terms under which these are offered.
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	5.5.7
	Mandatory 
	· The terms under which a student or H/FEE is able to terminate or cancel a residential contract.
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	5.5.8
	Mandatory
	· The procedure for lodging a complaint about the residential accommodation or management of the property, or ancillary services provided by an H/FEE.
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	5.5.9
	Mandatory
	· Information concerning management’s right of access to a study bedroom or shared facilities.
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	5.5.10
	Mandatory
	· The procedure for reporting a defect or requesting maintenance: including who to contact.
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	5.5.11
	Mandatory
	· Service level statements (SLS’s) or equivalent should be made available, and set out schedules and expected response times for any reactive (i.e. maintenance) services which are provided in each establishment.
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	5.5.12
	Mandatory
	· Arrangements for access in the event of lost keys or access control devices.
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	5.5.13
	Mandatory
	· Any cleaning schedules appertaining to the property, including communal areas and study bedroom accommodation. This must include which areas are cleaned, the frequency of cleaning, and any student responsibility for cleaning of facilities in accordance with a service level statement (or similar) if applicable.  All rooms and facilities must be prepared for the start of the occupancy period in a clean and habitable condition.

	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	YES / NO

Comment

Doc reference
	

	5.6
	Mandatory
	Laundry facilities where provided, must be maintained in good working condition.  Instructions, including fault reporting and emergency procedures, must be made available.
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	5.7
	Mandatory
	Information regarding the internet service must be provided. If an internet service is not provided, this must be made clear.
	
	
	
	
	
	

	Induction briefing

	5.8
	Mandatory
	H/FEEs must either hold an induction briefing, and/or provide relevant information to students by way of welcome literature or offer an e-induction process prior to, or at the beginning of occupation. This must advise students that their accommodation is covered by this Code.  It must also include specific advice on issues such as health, safety (e.g. fire evacuation procedures), well-being matters, conduct and behaviour and guidance on communal living. It must also provide details on the sources of information, advice and guidance offered by the University and Student’s Union
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	Management contact details

	5.9
	Mandatory 
	At the commencement of occupancy H/FEEs must provide students with relevant contact details of duty officers / wardens / security staff, student representatives etc. and also, as appropriate, any central accommodation office, maintenance office or halls office. 
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	Insurance liabilities

	5.10
	Mandatory
	H/FEEs must provide a statement outlining the extent of its own insurance liabilities in respect of a student’s belongings and personal items, and details of any specific insurance cover that is contained within the accommodation fee.
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	6) HEALTH AND WELLBEING

	6.1
	Mandatory
	H/FEEs must provide information to students in respect of its provision of student support services (which may include but not be limited to wellbeing, financial and disability support) and how to access them. The information provided must include reference to services provided by the University, the Students’ Union and other appropriate or relevant agencies.
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	6.2
	Mandatory
	H/FEEs must ensure that residents have information on how to access emergency support (both during usual working hours but also outside of these hours) including contact details and procedures to follow.  
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	6.3
	Mandatory
	H/FEEs must provide information on how to register with one or more local GP practices or their own medical services and encourage all residents to register as soon as possible.   
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	6.4
	Mandatory
	H/FEEs must have in place appropriate policies and procedures to support residents that are experiencing health or wellbeing issues, which include encouraging students to access relevant support services, and procedures to ensure the relevant organisations are contacted if a resident is thought to be at risk, including Police, NHS, and the University officer/department (where data protection and confidentiality legislation permits).
	
	
	
	
	
	

	6.5
	Non-mandatory
	Staff should be trained on, or will have sufficient knowledge of, the procedures in place to support students experiencing a health or wellbeing issue.
	
	
	
	
	
	

	7) ANTI SOCIAL BEHAVIOUR AND DISCIPLINARY PROCEDURES

	7.1
	Mandatory
	The H/FEE must demonstrate procedures to minimise and deal with, any anti-social behaviour
 by occupants and/or their guests and visitors. 
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	7.2
	Non-mandatory
	The H/FEE should demonstrate how it encourages residents to act in a fit and proper manner at all times, treat both the property and neighbours - fellow students, staff and members of the local community – with due respect, regard and consideration.
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	7.3
	Mandatory
	The H/FEE must make residents aware of the H/FEE’s code of behaviour and disciplinary procedures (or similar), and how it deals with any incidents of reported inappropriate conduct or behaviour.
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� See � HYPERLINK "http://www.thesac.org.uk/" �http://www.thesac.org.uk/� for details of the student facing website for the Code. 


� The term anti-social behaviour is used here in a general and not a specific statutory sense.


� See � HYPERLINK "http://www.thesac.org.uk/" �http://www.thesac.org.uk/� for details of the student facing website for the Code. 


� The term anti-social behaviour is used here in a general and not a specific statutory sense.
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Inspection No:


Inspected Date: 28/09/2017


Plant Commissioning /Servicing Record
(Non-Domestic)


Gas Safe Reg No:


Tel. No:


Address:


Company:


Page 1 of 2


INSPECTION ADDRESS CUSTOMER ADDRESS


Engineer Name:


Gross 


Efficiency 
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Type
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Monoxide 
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pressure


(mbar)


Flue 


gas
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net (°C)


Flue 
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(°C)
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(room) 


Temp


(°C)


Oxygen


(O2) %


CO flue 


dilution 


ppm


Firing 


Mode


Appliance Details Combustion Checks


YesN/AYesN/A


Boiler no 1 Potterton / EC 
three 300E


12016040


N/A Open 
flue


N/A N/A N/A N/A N/A N/A


Plant room


N/A N/A N/AN/AN/AN/A N/A N/A N/A N/A


300 N/A 71 9.6 N/A 23.6N/A N/A N/A18.556.337.8 4 0.0007 89.3 N/A


Low


High


Additional Checks (Yes/No/NA)


Yes YesVentilation satisfactory (see also Ventilation type)?


Temperature and limit thermostats operating correctly?


Flame proving/safety devices operating correctly?


Air/gas pressure switch operating correctly?


Yes N/ABurner lock-out time (seconds)?


Appliance serviced?


Flue flow test satisfactory?


Spillage test satisfactory?


YesN/AYesN/A


Boiler no 2 Potterton / EC 
three 300E


12033655


N/A Open 
flue


N/A N/A N/A N/A N/A N/A


Plant room


N/A N/A N/AN/AN/AN/A N/A N/A N/A N/A


300 N/A 51 9.7 N/A 22.9N/A N/A N/A25.162.837.1 3.9 0.0005 89 N/A


Low


High


Additional Checks (Yes/No/NA)


Yes YesVentilation satisfactory (see also Ventilation type)?


Temperature and limit thermostats operating correctly?


Flame proving/safety devices operating correctly?


Air/gas pressure switch operating correctly?


Yes N/ABurner lock-out time (seconds)?


Appliance serviced?


Flue flow test satisfactory?


Spillage test satisfactory?


YesN/AYesN/A


Boiler no 3 Potterton / EC 
three 300E


12016041


N/A Open 
flue


N/A N/A N/A N/A N/A N/A


Plant room


N/A N/A N/AN/AN/AN/A N/A N/A N/A N/A


300 N/A 38 6.8 N/A 74.1N/A N/A N/A27.461.734.3 8.9 0.0005 88.5 N/A


Low


High


Additional Checks (Yes/No/NA)


Yes YesVentilation satisfactory (see also Ventilation type)?


Temperature and limit thermostats operating correctly?


Flame proving/safety devices operating correctly?


Air/gas pressure switch operating correctly?


Yes N/ABurner lock-out time (seconds)?


Appliance serviced?


Flue flow test satisfactory?


Spillage test satisfactory?


DECLARATION OF GAS SAFETY - I confirm that all of 
the above work described on this form has been 
satisfactorily completed in accordance with the current 
Gas Safety (Installation and Use) Regulations, standards 
and procedures.


Engineer Name:  Signature: 


Card ID: CP15


Received By : Customer Not Present


Signature: 


Gas Safe Register is a registered trade mark of the HSE and is used under licence.







Inspection No:


Inspected Date: 28/09/2017


Plant Commissioning /Servicing Record
(Non-Domestic)


Gas Safe Reg No:


Tel. No:


Address:


Company:


Page 2 of 2


INSPECTION ADDRESS CUSTOMER ADDRESS


Engineer Name:


Gross 


Efficiency 


%


CO/CO2 -


 Ratio
Type Make / Model Serial No Flue 


Type


Heat


input


rating


(kw)


Gas 


burner 


pressure 


(mbar)


Carbon 


Monoxide 


(CO) ppm


Carbon 


Dioxide 


(CO2) %


NOx % Excess


air


%


Location Gas


rate 


(m³/hr)


Air/gas 


ratio


control 


setting


Burner


Manufacturer


Flue


draught


pressure


(mbar)


Flue 


gas


temp 


net (°C)


Flue 


gas


temp 


(°C)


Ambient 


(room) 


Temp


(°C)


Oxygen


(O2) %


CO flue 


dilution 


ppm


Firing 


Mode


Appliance Details Combustion Checks


If Warning/Advice Notice
issued, insert Serial No*General Safety Checks (Yes/No/NA)


Gas booster(s)/compressor(s) operating correctly?


Gas installation tightness test carried out (if Yes, see separate form)?


Gas installation pipework adequately supported?


Gas installation pipework sleeved/labelled/painted as necessary?


Chimney system installed in accordance with appropriate standards?


Chimney outlet termination(s) satisfactory?


Fan-flue interlock operating correctly?


N/A


Yes


Yes


Yes


Yes


Yes


N/A


Ventilation Type


Natural: Room/boiler room/enclosure low-level free area (cm²)


Natural: Room/boiler room/enclosure high-level free area (cm²)


Natural: Is ventilation satisfactory? (if No, see Details of remedial work required)


Mechanical: ventilation flow rate inlet (m³/s)


Mechanical: ventilation flow rate extract (m³/s)


Mechanical: ventilation interlock operating correctly?


Mechanical: Is ventilation satisfactory? (if No, see Remedial work required)


57600


93600


Yes


N/A


N/A


N/A


Yes


Safety Information (Yes/No)


Has a Warning/Advice Notice been raised?


Have warning labels been attached?


Has responsible person been advised?


No


No


No


-


* Refer to separate Warning/Advice Notice


Details of Work Carried Out Remedial Work Required


DECLARATION OF GAS SAFETY - I confirm that all of 
the above work described on this form has been 
satisfactorily completed in accordance with the current 
Gas Safety (Installation and Use) Regulations, standards 
and procedures.


Engineer Name:  Signature: 


Card ID: CP15


Received By : Customer Not Present


Signature: 


Gas Safe Register is a registered trade mark of the HSE and is used under licence.
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This inspection is for gas safety purposes only in accordance with The Gas Safety (Installation and Use) Regulations. Flues were inspected visually and 
checked for satisfactory evacuation of products of combustion. A detailed internal inspection of the flue integrity, construction and lining has NOT been 
carried out.


Inspection No:


Inspected Date: 31/07/2018Gas Safe Reg No:


Tel. No:


Address:


Company:


Page 1 of 1


INSPECTION ADDRESS CUSTOMER ADDRESS


Engineer Name:


Landlords Gas Safety Record


Type Make Model
Ventilation 


Satisfactory 


Yes/No


Safety Device 


Correct Operation 


Yes/No


Visual Condition 


of Flue


Pass/Fail


Flue Type 


OF/RS/FL


Flue Test Landlords 


Appliance 


Yes/No


Serviced 


Yes/No


Inspected 


Yes/No


Appliance 


Safe to Use


Yes/No


Location
Spillage Test 


P/F or NA


Flue Flow 


Test P/F or NA


Operating 


Pressure


mbar or Heat Input


Combustion Analysis


CO2


%


CO


%


After


%


Before


%


Flue 


Termination 


Satisfactory 


Inspection DetailsAppliance Details


System 
boiler


Worcester Greenstar 
24i system


Yes 24.62 Kw Yes Pass RS Yes Yes Yes YesKitchen N/A N/A 10.3430.00040.0004 Yes


Carbon 
monoxide 


Ei Ei208 N/A 0 Kw N/A N/A FL Yes No Yes YesKitchen N/A N/A N/A


YesYes


YesYesSatisfactory Gas Tightness


Emergency Controls Accessible


Satisfactory Visual Inspection


Protective Equipotential Bonding Satisfactory


Details Of Any Fault Warning Tag or Notice IssuedAppliance Details Remedial Action Taken


NoKitchen Worcester Greenstar 2System boil


NoKitchen Ei Ei208Carbon mo


Name:               Customer Not Present


Signature: 


Service Record Issued by:


Engineer Name: 


Signature: 


Received By The Landlord / Agent or Tenant :


Next Safety Check
Due Within
12 Months


No of Appliances Tested


2


Card ID: CP12Gas Safe Register is a registered trade mark of the HSE and is used under licence.







18/09/2018


Tel:
E-Mail:
Web Site:


Hesketh Street
Preston
Lancashire
PR2 2RB


Job Sheet


Equipment:


Reference:


 /  /  / 


Logged: Job Type:06/07/2018 Gas Safety Report (CP12)


Cust Equip: Page: 1 of 1


Job Number:


Job Site:


Contact: Tel:


Description:


Labour Visits


MeterEng. DateEngineer ReportVisit


-BS 31/07/18Attended site to carry out annual service and landlords gas 
safety inspection. 
Attended site to carry out annual inspection of carbon 
monoxide alarm and smoke alarms.


1


Attend site to carry out service and gas test


Name: Customer Not Present Signature: 


Customer:


Date: 


Name: Signature: 


Engineer:


Date: 31/07/2018
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BS 7671:2018
MODEL FORMS


Usage and Reproduction of IET Forms


Subject to your agreement to the following conditions, you are permitted to, free 
of charge, photocopy and/or electronically manipulate the forms for use solely 
in connection with your electrical contracting business.
1    Photocopies or reproductions of blank forms shall not be made for the 
      purpose of resale.
2    The IET logo must not be reproduced nor imposed on any copies.
3    The IET’s agreement to your usage of the forms may not be construed to  
      mean that the forms have been checked by the IET for errors or omissions  
      or that they are suitable for your particular purpose.
4    This permission shall automatically lapse after seven years from the date 
      hereof but may then, subject to written application, be considered for  
      renewal.
5    Nothing in this agreement shall be construed as a waiver of the IET’s right  


under UK Copyright Law and the international conventions to which the UK is 
a signatory.


2nd July 2018







APPENDIX 6 (Informative)


 MODEL FORMS FOR CERTIFICATION AND REPORTING
Introduction


(i)	 The Electrical Installation Certificate required by Part 6 should be made out and signed or otherwise 
authenticated by a skilled person or persons in respect of the design, construction, inspection and testing of 
the work.


(ii)	 The Minor Electrical Installation Works Certificate required by Part 6 should be made out and signed or 
otherwise authenticated by a skilled person in respect of the design, construction, inspection and testing of 
the minor work.


(iii)	 The Electrical Installation Condition Report required by Part 6 should be made out and signed or otherwise 
authenticated by a skilled person or persons in respect of the inspection and testing of an existing installation.


(iv)	 Skilled persons will, as appropriate to their function under (i) (ii) and (iii) above, have a sound knowledge 
and experience relevant to the nature of the work undertaken and to the technical standards set down in 
these Regulations, be fully versed in the inspection and testing procedures contained in these Regulations 
and employ adequate testing equipment.


(v)	 Electrical Installation Certificates will indicate the responsibility for design, construction, inspection and 
testing, whether in relation to new work or further work on an existing installation.


   Where the design, construction, inspection and testing are the responsibility of one person a Certificate with 
           a single-signature declaration in the form shown below may replace the multiple signatures section of the  
            model form.


            FOR DESIGN, CONSTRUCTION, INSPECTION & TESTING


         I being the person responsible for the Design, Construction, Inspection & Testing of the electrical  
          installation (as indicated by my signature below), particulars of which are described above, having 
      exercised reasonable skill and care when carrying out the Design, Construction, Inspection & 
          Testing, hereby CERTIFY that the said work for which I have been responsible is to the best of my 
         knowledge and belief in accordance with BS 7671:2018, amended to .............(date) except for the  


 departures, if any, detailed as follows.
(vi)	 A Minor Electrical Installation Works Certificate will indicate the responsibility for design, construction, 


inspection and testing of the work described on the certificate.
(vii)	 An Electrical Installation Condition Report will indicate the responsibility for the inspection and testing of 


an existing installation within the extent and limitations specified on the report.
	(viii)	 Schedules of inspection and schedules of test results as required by Part 6 should be issued with the associated 


Electrical Installation Certificate or Electrical Installation Condition Report.
(ix)	 When making out and signing a form on behalf of a company or other business entity, individuals should 


state for whom they are acting.
(x)	 Additional forms may be required as clarification, if needed by ordinary persons, or in expansion, for larger 


or more complex installations.







ELECTRICAL INSTALLATION CERTIFICATE


Notes for the person producing the Certificate:
1	 The Electrical Installation Certificate is to be used only for the initial certification of a new installation 


or for an addition or alteration to an existing installation where new circuits have been introduced, or the 
replacement of a consumer unit/distribution board. 


          It is not to be used for a Periodic Inspection, for which an Electrical Installation Condition Report form  
           should be used. For an addition or alteration which does not extend to the introduction of new circuits, a  
             Minor Electrical Installation Works Certificate may be used.


 The 'original' Certificate is to be issued to the person ordering the work (Regulation 644.4). A  
             duplicate should be retained by the contractor.


2	 This Certificate is only valid if accompanied by the Schedule of Inspections and the Schedule(s) of Test 
Results.


3	 The signatures appended are those of the persons authorized by the companies executing the work of design, 
construction, inspection and testing respectively. A signatory authorized to certify more than one category 
of work should sign in each of the appropriate places.


4	 The time interval recommended before the first periodic inspection must be inserted. 
        The proposed date for the next inspection should take into consideration the frequency and quality of  


maintenance that the installation can reasonably be expected to receive during its intended life, and the 
period should be agreed between the designer, installer and other relevant parties.


5	 The page numbers for each of the Schedule of Inspections and the Schedule(s) of Test Results should be 
indicated, together with the total number of sheets involved.


6	 The maximum prospective value of fault current (Ipf) recorded should be the greater of either the prospective 
value of short-circuit current or the prospective value of earth fault current.


ELECTRICAL INSTALLATION CERTIFICATE


 GUIDANCE FOR RECIPIENTS (to be appended to the Certificate)


This safety Certificate has been issued to confirm that the electrical installation work to which it relates has been 
designed, constructed, inspected and tested in accordance with British Standard 7671 (the IET Wiring Regulations).


You should have received an 'original' Certificate and the contractor should have retained a duplicate. If you were 
the person ordering the work, but not the owner of the installation, you should pass this Certificate, or a full copy of 
it including the schedules, immediately to the owner.


The “original” Certificate should be retained in a safe place and be shown to any person inspecting or undertaking 
further work on the electrical installation in the future. If you later vacate the property, this Certificate will 
demonstrate to the new owner that the electrical installation complied with the requirements of British Standard 
7671 at the time the Certificate was issued. The Construction (Design and Management) Regulations require that, 
for a project covered by those Regulations, a copy of this Certificate, together with schedules, is included in the 
project health and safety documentation.


For safety reasons, the electrical installation will need to be inspected at appropriate intervals by a skilled person or 
persons, competent in such work. The maximum time interval recommended before the next inspection is stated on 
Page 1 under 'NEXT INSPECTION'.


This Certificate is intended to be issued only for a new electrical installation or for new work associated with an 
addition or alteration to an existing installation. It should not have been issued for the inspection and testing of an 
existing electrical installation. An 'Electrical Installation Condition Report' should be issued for such an inspection.


This Certificate is only valid if accompanied by the Schedule of Inspections and the Schedule(s) of Test Results.







ELECTRICAL INSTALLATION CERTIFICATE
(REQUIREMENTS FOR ELECTRICAL INSTALLATIONS - BS 7671 [IET WIRING REGULATIONS])


DETAILS OF THE CLIENT


...................................................................................................................................................................................


INSTALLATION ADDRESS
...................................................................................................................................................................................
...................................................................................................................................................................................


DESCRIPTION AND EXTENT OF THE INSTALLATION
Description of installation: New installation


Extent of installation covered by this Certificate:
Addition to an
existing installation


(Use continuation sheet if necessary) see continuation sheet No: ........ 


Alteration to an
existing installation


FOR DESIGN
I/We being the person(s) responsible for the design of the electrical installation (as indicated by my/our signatures below), particulars 
of which are described above, having exercised reasonable skill and care when carrying out the design and additionally where this 
certificate applies to an addition or alteration, the safety of the existing installation is not impaired, hereby CERTIFY that the 
design work for which I/we have been responsible is to the best of my/our knowledge and belief in accordance with 
BS 7671:2018, amended to ............. (date) except for the departures, if any, detailed as follows:
Details of departures from BS 7671 (Regulations 120.3, 133.1.3 and 133.5):


Details of permitted exceptions (Regulation 411.3.3). Where applicable, a suitable risk assessment(s) must be attached to this Certificate.


Risk assessment attached �
The extent of liability of the signatory or signatories is limited to the work described above as the subject of this Certificate.


For the DESIGN of the installation: **(Where there is mutual responsibility for the design)


Signature: ................................. Date: ............... Name (IN BLOCK LETTERS): ................................................ Designer No 1


Signature: ................................. Date: ............... Name (IN BLOCK LETTERS): ................................................ Designer No 2**


FOR CONSTRUCTION
I being the person responsible for the construction of the electrical installation (as indicated by my signature below), particulars of 
which are described above, having exercised reasonable skill and care when carrying out the construction hereby CERTIFY that the 
construction work for which I have been responsible is to the best of my knowledge and belief in accordance with BS 7671:2018, 
amended to .............(date) except for the departures, if any, detailed as follows:


Details of departures from BS 7671 (Regulations 120.3 and 133.5):


The extent of liability of the signatory is limited to the work described above as the subject of this Certificate.


For CONSTRUCTION of the installation:


Signature: ................................. Date: ............... Name (IN BLOCK LETTERS): ................................................ Constructor
FOR INSPECTION & TESTING
I being the person responsible for the inspection & testing of the electrical installation (as indicated by my signature below), particulars 
of which are described above, having exercised reasonable skill and care when carrying out the inspection & testing hereby CERTIFY 
that the work for which I have been responsible is to the best of my knowledge and belief in accordance with BS 7671:2018, 
amended to .............(date) except for the departures, if any, detailed as follows:


Details of departures from BS 7671 (Regulations 120.3 and 133.5):


The extent of liability of the signatory is limited to the work described above as the subject of this Certificate.


For INSPECTION AND TESTING of the installation:


Signature: ................................. Date: ............... Name (IN BLOCK LETTERS): ................................................ Inspector
NEXT INSPECTION
I/We the designer(s), recommend that this installation is further inspected and tested after an interval of not more than ............ 
years/months.
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PARTICULARS OF SIGNATORIES TO THE ELECTRICAL INSTALLATION CERTIFICATE 
Designer (No 1) 


Name: .............................................. Company: ............................................................................... 
Address: ......................................................................................................................................................... 
....................................................................... Postcode: ................... Tel No: ........................................ 


Designer (No 2) 
(if applicable) 


Name: .............................................. Company: ............................................................................... 
Address: ......................................................................................................................................................... 
....................................................................... Postcode: ................... Tel No: ........................................ 


Constructor 
Name: .............................................. Company: ............................................................................... 
Address: ......................................................................................................................................................... 
....................................................................... Postcode: ................... Tel No: ........................................ 


Inspector 
Name: .............................................. Company: ............................................................................... 
Address: ......................................................................................................................................................... 
...................................................................... Postcode: ................... Tel No: ........................................ 


SUPPLY CHARACTERISTICS AND EARTHING ARRANGEMENTS 
Earthing 


arrangements 
Number and Type of Live 


Conductors 
Nature of Supply Parameters Supply Protective Device 


TN-C � 
TN-S � 
TN-C-S � 
TT � 
IT � 


     AC � 
1-phase, 2-wire � 
2-phase, 3-wire � 
3-phase, 3-wire � 
3-phase, 4-wire � 


   DC  � 
2-wire � 
3-wire � 
Other � 


Nominal voltage, U / U0
(1)   ............. V 


Nominal frequency, f(1)   ................ Hz 
Prospective fault current, Ipf


(2)   ...... kA 
External loop impedance, Ze


(2)   ........ Ω 
(Note: (1) by enquiry 


(2) by enquiry or by measurement)


BS (EN)   .....................  
Type   ..........................  


Rated current   ............ A 


Confirmation of supply polarity � 
Other sources of supply (as detailed on attached schedule) � 
PARTICULARS OF INSTALLATION REFERRED TO IN THE CERTIFICATE 
Means of Earthing 


Distributor’s facility � 


Installation earth 
electrode � 


Maximum Demand 
Maximum demand (load) .............................. kVA / Amps Delete as appropriate 


Details of Installation Earth Electrode (where applicable) 
Type  (e.g. rod(s), tape etc) ........................................................................................................   
Location   ...................................................................................................................................  
Electrode resistance to Earth   ................... Ω 


Main Protective Conductors 
Earthing conductor Material   ................................ csa   ..................... mm2 Connection / continuity verified   � 
Main protective bonding 
conductors
(to extraneous-conductive-parts)


 
 


Material   ................................ csa   ..................... mm2 Connection / continuity verified   � 


To water installation pipes   � To gas installation pipes   � To oil installation pipes   � To structural steel   � 
To lightning protection   � To other   �  Specify   ...................................................................................................................  
Main Switch / Switch-Fuse / Circuit-Breaker / RCD 
Location   ........................................  
 ........................................................  
BS(EN)   ..........................................  
No of poles   ....................................  


Current rating   ................................... A 
Fuse / device rating or setting   .......... A 
Voltage rating   ................................... V 


If RCD main switch 
Rated residual operating current (I∆n)   .......... mA 
Rated time delay   .......................................... ms 
Measured operating time  ................... ms 


COMMENTS ON EXISTING INSTALLATION (in the case of an addition or alteration see Regulation 644.1.2):
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
................................................................................................................................................................................................................. 
SCHEDULES 
The attached Schedules are part of this document and this Certificate is valid only when they are attached to it. 
............ Schedules of Inspections and ............ Schedules of Test Results are attached. 
(Enter quantities of schedules attached).


..........
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SCHEDULE OF INSPECTIONS (for new installation work only) for 


DOMESTIC AND SIMILAR PREMISES WITH UP TO 100 A SUPPLY
NOTE 1:	This form is suitable for many types of smaller installation, not exclusively domestic. 


All items inspected in order to confirm, as appropriate, compliance with the relevant clauses in BS 7671. The list of 
items and associated examples where given are not exhaustive. 
NOTE 2:	Insert ✓ to indicate an inspection has been carried out and the result is satisfactory, or N/A to indicate that the 


inspection is not applicable to a particular item.


Item 
No DESCRIPTION Outcome 


See Note 2


1.0 EXTERNAL CONDITION OF INTAKE EQUIPMENT 
(VISUAL INSPECTION ONLY)


1.1 Service cable
1.2 Service head
1.3 Earthing arrangement
1.4 Meter tails
1.5 Metering equipment
1.6 Isolator (where present)


2.0 PARALLEL OR SWITCHED ALTERNATIVE SOURCES OF SUPPLY
2.1 Adequate arrangements where a generating set operates as a switched alternative to the public supply (551.6)
2.2 Adequate arrangements where a generating set operates in parallel with the public supply (551.7)


3.0 AUTOMATIC DISCONNECTION OF SUPPLY
3.1 Presence and adequacy of earthing and protective bonding arrangements:


• Distributor's earthing arrangement (542.1.2.1; 542.1.2.2)
• Installation earth electrode (where applicable) (542.1.2.3)
• Earthing conductor and connections, including accessibility (542.3; 543.3.2)
• Main protective bonding conductors and connections, including accessibility (411.3.1.2; 543.3.2; 544.1)
• Provision of safety electrical earthing/bonding labels at all appropriate locations (514.13)
• RCD(s) provided for fault protection (411.4.204; 411.5.3)


4.0 BASIC PROTECTION
4.1 Presence and adequacy of measures to provide basic protection (prevention of contact with live parts) within the 


installation:
• Insulation of live parts e.g. conductors completely covered with durable insulating material (416.1)
• Barriers or enclosures e.g. correct IP rating (416.2)


5.0 ADDITIONAL PROTECTION
5.1 Presence and effectiveness of additional protection methods:


• RCD(s) not exceeding 30 mA operating current (415.1; Part 7), see Item 8.14 of this schedule
• Supplementary bonding (415.2; Part 7)


6.0 OTHER METHODS OF PROTECTION
6.1 Presence and effectiveness of methods which give both basic and fault protection: 


• SELV system, including the source and associated circuits (Section 414)
• PELV system, including the source and associated circuits (Section 414)
• Double or reinforced insulation i.e. Class II or equivalent equipment and 
associated circuits (Section 412)
• Electrical separation for one item of equipment e.g. shaver supply unit (Section 413)


7.0 CONSUMER UNIT(S) / DISTRIBUTION BOARD(S):
7.1 Adequacy of access and working space for items of electrical equipment including switchgear (132.12)


7.2 Components are suitable according to assembly manufacturer's instructions or literature (536.4.203)


7.3 Presence of linked main switch(es) (462.1.201)
7.4 Isolators, for every circuit or group of circuits and all items of equipment (462.2)
7.5 Suitability of enclosure(s) for IP and fire ratings (416.2; 421.1.6; 421.1.201; 526.5)







Item 
No DESCRIPTION Outcome 


See Note 2


CONSUMER UNIT(S) / DISTRIBUTION BOARD(S) continued


7.6 Protection against mechanical damage where cables enter equipment (522.8.1; 522.8.5; 522.8.11)


7.7 Confirmation that ALL conductor connections are correctly located in terminals and are tight and secure (526.1)


7.8 Avoidance of heating effects where cables enter ferromagnetic enclosures e.g. steel (521.5)


7.9 Selection of correct type and ratings of circuit protective devices for overcurrent and fault protection (411.3.2; 411.4, 411.5, 
411.6; Sections 432, 433; 537.3.1.1)


7.10 Presence of appropriate circuit charts, warning and other notices:


• Provision of circuit charts/schedules or equivalent forms of information (514.9)


• Warning notice of method of isolation where live parts not capable of being isolated by a single device (514.11)


• Periodic inspection and testing notice (514.12.1)


• RCD six-monthly test notice; where required (514.12.2)


• AFDD six-monthly test notice; where required


• Warning notice of non-standard (mixed) colours of conductors present (514.14)


7.11 Presence of labels to indicate the purpose of switchgear and protective devices (514.1.1; 514.8)


8.0 CIRCUITS


8.1 Adequacy of conductors for current-carrying capacity with regard to type and nature of the installation (Section 523)


8.2 Cable installation methods suitable for the location(s) and external influences (Section 522)


8.3 Segregation/separation of Band I (ELV) and Band II (LV) circuits, and electrical and non-electrical services (528)


8.4 Cables correctly erected and supported throughout, with protection against abrasion (Sections 521, 522)


8.5 Provision of fire barriers, sealing arrangements where necessary (527.2)


8.6 Non-sheathed cables enclosed throughout in conduit, ducting or trunking (521.10.1; 526.8)


8.7 Cables concealed under floors, above ceilings or in walls/partitions, adequately 
protected against damage (522.6.201, 522.6.202, 522.6.203; 522.6.204)


8.8 Conductors correctly identified by colour, lettering or numbering (Section 514)


8.9 Presence, adequacy and correct termination of protective conductors (411.3.1.1; 543.1)


8.10 Cables and conductors correctly connected, enclosed and with no undue mechanical strain (Section 526)


8.11 No basic insulation of a conductor visible outside enclosure (526.8)


8.12 Single-pole devices for switching or protection in line conductors only (132.14.1; 530.3.3; 643.6)


8.13 Accessories not damaged, securely fixed, correctly connected, suitable for external influences (134.1.1; 512.2; Section 526)


8.14 Provision of additional protection/requirements by RCD not exceeding 30mA:


• Socket-outlets rated at 32 A or less, unless exempt (411.3.3)


• Supplies for mobile equipment with a current rating not exceeding 32 A for use outdoors (411.3.3)


• Cables concealed in walls at a depth of less than 50 mm (522.6.202; 522.6.203)


• Cables concealed in walls/partitions containing metal parts regardless of depth (522.6.202; 522.6.203)


• Final circuits supplying luminaires within domestic (household) premises (411.3.4)


8.15 Presence of appropriate devices for isolation and switching correctly located 
including:
• Means of switching off for mechanical maintenance (Section 464; 537.3.2)


• Emergency switching (465.1; 537.3.3)


• Functional switching, for control of parts of the installation and current-using equipment (463.1; 537.3.1)


• Firefighter’s switches (537.4)


9.0 CURRENT-USING EQUIPMENT (PERMANENTLY CONNECTED)


9.1 Equipment not damaged, securely fixed and suitable for external influences (134.1.1; 416.2; 512.2)


9.2 Provision of overload and/or undervoltage protection e.g. for rotating machines, if required (Sections 445, 552)


9.3 Installed to minimize the build-up of heat and restrict the spread of fire (421.1.4; 559.4.1)


9.4 Adequacy of working space. Accessibility to equipment (132.12; 513.1)


10.0 LOCATION(S) CONTAINING A BATH OR SHOWER (SECTION 701)


10.1 30 mA RCD protection for all LV circuits, equipment suitable for the zones, supplementary bonding (where required) etc.


11.0 OTHER PART 7 SPECIAL INSTALLATIONS OR LOCATIONS


11.1 List all other special installations or locations present, if any. (Record separately the results of particular inspections applied)


Inspected by:


Name (Capitals) ................................. Signature ..................................... Date ..................
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MINOR ELECTRICAL INSTALLATION WORKS CERTIFICATE


Notes for the person producing the Certificate:


The Minor Electrical Installation Works Certificate is intended to be used for additions and alterations to an 
installation that do not extend to the provision of a new circuit. Examples include the addition of socket-outlets or 
lighting points to an existing circuit, the relocation of a light switch etc. This Certificate may also be used for the 
replacement of equipment such as accessories or luminaires, but not for the replacement of distribution boards or 
similar items. Appropriate inspection and testing, however, should always be carried out irrespective of the extent 
of the work undertaken.


MINOR ELECTRICAL INSTALLATION WORKS CERTIFICATE


GUIDANCE FOR RECIPIENTS (to be appended to the Certificate)


This Certificate has been issued to confirm that the electrical installation work to which it relates has been designed, 
constructed, inspected and tested in accordance with British Standard 7671 (the IET Wiring Regulations).


You should have received an 'original' Certificate and the contractor should have retained a duplicate. If you were 
the person ordering the work, but not the owner of the installation, you should pass this Certificate, or a copy of it, 
to the owner. A separate Certificate should have been received for each existing circuit on which minor works have 
been carried out. This Certificate is not appropriate if you requested the contractor to undertake more extensive 
installation work, for which you should have received an Electrical Installation Certificate.


The Certificate should be retained in a safe place and be shown to any person inspecting or undertaking further work 
on the electrical installation in the future. If you later vacate the property, this Certificate will demonstrate to the 
new owner that the minor electrical installation work carried out complied with the requirements of British Standard 
7671 at the time the Certificate was issued.







MINOR ELECTRICAL INSTALLATION WORKS CERTIFICATE
(REQUIREMENTS FOR ELECTRICAL INSTALLATIONS - BS 7671 [IET WIRING REGULATIONS])
To be used only for minor electrical work which does not include the provision of a new circuit


I certify that the work covered by this certificate does not impair the safety of the existing installation and the work has 
been designed, constructed, inspected and tested in accordance with BS 7671:2018 (IET Wiring Regulations) 
amended to …………… (date) and that to the best of my knowledge and belief, at the time of my inspection, 
complied with BS 7671 except as detailed in Part 1 above.


Name: .........................................................................


For and on behalf of: ..................................................


Address: .....................................................................


....................................................................................


....................................................................................


Signature: ..................................................................


Position: .....................................................................


Date: ..........................................................................


1. Details of the Client ……………………………………………………....  Date minor works completed …………………


2. Installation location/address ……………………………………………………………………………………………………


3. Description of the minor works …………………………………………………………………………………………………


4. Details of departures, if any, from BS 7671:2018 for the circuit altered or extended (Regulation 120.3, 133.1.3 and 133.5):


…………………………………………………………………………………………………………………………………………


5. Comments on (including any defects observed in) the existing installation (Regulation 644.1.2):


…………………………………………………………………………………………………………………………………………


PART 1: Description of the minor works


PART 2: Presence and adequacy of installation earthing and bonding arrangements (Regulation 132.16)


1. System earthing arrangement:  TN-S �   TN-C-S �   TT �


2. Earth fault loop impedance at distribution board (Zdb) supplying the final circuit …………….. Ω


3. Presence of adequate main protective conductors:


           Earthing conductor  �
           Main protective bonding conductor(s) to:  Water � Gas � Oil � Structural steel � Other…………….…... �


DB Reference No.: ……………………….......... DB Location and type: ..……………………………………………………..


Circuit No.: ……………………..   Circuit description: …………..……………….………………………………………………


Circuit overcurrent protective device:    BS(EN) ………..…….  Type ……............. Rating ….………. A


Conductor sizes: Live ……………... mm2    cpc ………….…… mm2


PART 3: Circuit details 


Protective conductor continuity:  R1+ R2 …….……... Ω or R2…….……. Ω


Continuity of ring final circuit conductors:          L/L .…..……... Ω      N/N ….………. Ω      cpc/cpc ……...….. Ω


Insulation resistance: Live - Live …………… MΩ             Live - Earth …………. MΩ


Polarity satisfactory:  �  Maximum measured earth fault loop impedance: Zs …………… Ω


RCD operation: Rated residual operating current (I∆n) ………………. mA


Disconnection time  ....…………. ms          


PART 4: Test results for the circuit altered or extended (where relevant and practicable)


PART 5: Declaration


Risk assessment attached �
Where applicable, a suitable risk assessment(s) must be attached to the Certificate


Satisfactory test button operation �
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CONDITION REPORT


Notes for the person producing the Report:
1	 This Report should only be used for reporting on the condition of an existing electrical installation, and 


notfor the replacement of a consumer unit/distribution board. An installation which was designed to an 
earlier edition of the Regulations and which does not fully comply with the current edition is not necessarily 
unsafe for continued use, or requires upgrading. Only damage, deterioration, defects, dangerous conditions 
and non-compliance with the requirements of the Regulations, which may give rise to danger, should be 
recorded.


2	 The Report, normally comprising at least five pages, should include schedules of both the inspection and the 
test results. Additional pages may be necessary for other than a simple installation and for the 'Guidance for 
recipients'. The number of each page should be indicated, together with the total number of pages involved.


3	 The reason for producing this Report, such as change of occupancy or landlord’s periodic maintenance, 
should be identified in Section B.


4	 Those elements of the installation that are covered by the Report and those that are not should be identified 
in Section D (Extent and limitations). These aspects should have been agreed with the person ordering the 
report and other interested parties before the inspection and testing commenced. Any operational limitations, 
such as inability to gain access to parts of the installation or an item of equipment, should also be recorded 
in Section D.


5	 The maximum prospective value of fault current (Ipf) recorded should be the greater of either the prospective 
value of short-circuit current or the prospective value of earth fault current.


6	 Where an installation has an alternative source of supply a further schedule of supply characteristics and 
earthing arrangements based upon Section I of this Report should be provided.


7	 A summary of the condition of the installation in terms of safety should be clearly stated in Section E. 
Observations, if any, should be categorised in Section K using the coding C1 to C3 as appropriate. Any 
observation given a code C1 or C2 classification should result in the overall condition of the installation 
being reported as unsatisfactory.


8	 Wherever practicable, items classified as ‘Danger present’ (C1) should be made safe on discovery. 
Where this is not possible the owner or user should be given written notification as a matter of urgency.


9	 Where an observation requires further investigation (FI) because the inspection has revealed an apparent 
deficiency which could not, owing to the extent or limitations of the inspection, be fully identified and 
further investigation may reveal a code C1 or C2 item, this should be recorded within Section K, given the 
code FI and marked as unsatisfactory in Section E.


10	 If the space available for observations in Section K is insufficient, additional pages should be provided as 
necessary.


11	 The date by which the next Electrical Installation Condition Report is recommended should be given in 
Section F. The interval between inspections should take into account the type and usage of the installation 
and its overall condition.


12	 Any deficiencies with intake equipment should be reported to the person ordering the work.







CONDITION REPORT


GUIDANCE FOR RECIPIENTS


(to be appended to the Report)


This Report is an important and valuable document which should be retained for future reference.
1	 The purpose of this Report is to confirm, so far as reasonably practicable, whether or not the electrical 


installation is in a satisfactory condition for continued service (see Section E). The Report should identify 
any damage, deterioration, defects and/or conditions which may give rise to danger (see Section K).


2	 The person ordering the Report should have received the 'original' Report and the inspector should have 
retained a duplicate.


3	 The 'original' Report should be retained in a safe place and be made available to any person inspecting 
or undertaking work on the electrical installation in the future. If the property is vacated, this Report will 
provide the new owner/occupier with details of the condition of the electrical installation at the time the 
Report was issued.


4	 Where the installation incorporates a residual current device (RCD) there should be a notice at or near the 
device stating that it should be tested six-monthly. For safety reasons it is important that this instruction 
is followed.


5	 Section D (Extent and Limitations) should identify fully the extent of the installation covered by this Report 
and any limitations on the inspection and testing. The inspector should have agreed these aspects with 
the person ordering the Report and with other interested parties (licensing authority, insurance company, 
mortgage provider and the like) before the inspection was carried out.


6	 Some operational limitations such as inability to gain access to parts of the installation or an item of 
equipment may have been encountered during the inspection. The inspector should have noted these in 
Section D.


7	 For items classified in Section K as C1 ('Danger present'), the safety of those using the installation is 
at risk, and it is recommended that a skilled person or persons competent in electrical installation work 
undertakes the necessary remedial work immediately.


8	 For items classified in Section K as C2 ('Potentially dangerous'), the safety of those using the installation 
may be at risk and it is recommended that a skilled person or persons competent in electrical installation 
work undertakes the necessary remedial work as a matter of urgency.


9	 Where it has been stated in Section K that an observation requires further investigation (code FI) the 
inspection has revealed an apparent deficiency which may result in a code C1 or C2, and could not, due 
to the extent or limitations of the inspection, be fully identified. Such observations should be investigated 
without delay. A further examination of the installation will be necessary, to determine the nature and extent 
of the apparent deficiency (see Section F).


10	 For safety reasons, the electrical installation should be re-inspected at appropriate intervals by a skilled 
person or persons, competent in such work . The recommended date by which the next inspection is due is 
stated in Section F of the Report under ‘Recommendations’ and on a label at or near to the consumer unit/
distribution board.


CONDITION REPORT INSPECTION SCHEDULE


GUIDANCE FOR THE INSPECTOR
1	 Section 1.0. Where inadequacies in the intake equipment are encountered the inspector should advise the 


person ordering the work to inform the appropriate authority.
2	 Older installations designed prior to BS 7671:2018 may not have been provided with RCDs for additional 


protection. The absence of such protection should as a minimum be given a code C3 classification (item 
5.12).


3	 The schedule is not exhaustive.
4	 Numbers in brackets are regulation references to specified requirements.







ELECTRICAL INSTALLATION CONDITION REPORT 


SECTION A. DETAILS OF THE PERSON ORDERING THE REPORT
Name  ..........................................................................................................................................................................................................................
Address  .......................................................................................................................................................................................................................
......................................................................................................................................................................................................................................
SECTION B. REASON FOR PRODUCING THIS REPORT .....................................................................................................................................
......................................................................................................................................................................................................................................
Date(s) on which inspection and testing was carried out  ...........................................................................................................................................
SECTION C. DETAILS OF THE INSTALLATION WHICH IS THE SUBJECT OF THIS REPORT 
Occupier  .....................................................................................................................................................................................................................
Address  .......................................................................................................................................................................................................................
......................................................................................................................................................................................................................................
Description of premises
Domestic � Commercial � Industrial � Other (include brief description) � ..............................................................................................
Estimated age of  wiring system  ……………..years
Evidence of additions / alterations   Yes � No �   Not apparent � If yes, estimate age  …………….years
Installation records available? (Regulation 651.1) Yes � No �                Date of last inspection  …………………………. (date)
SECTION D. EXTENT AND LIMITATIONS OF INSPECTION AND TESTING
Extent of the electrical installation covered by this report
......................................................................................................................................................................................................................................
......................................................................................................................................................................................................................................
Agreed limitations including the reasons (see Regulation 653.2)  ..............................................................................................................................
......................................................................................................................................................................................................................................
Agreed with:  ................................................................................................................................................................................................................
Operational limitations including the reasons (see page no..............)  .......................................................................................................................
......................................................................................................................................................................................................................................
The inspection and testing detailed in this report and accompanying schedules have been carried out in accordance with BS 7671:2018 (IET 
Wiring Regulations) as amended to  …………………………………..
It should be noted that cables concealed within trunking and conduits, under floors, in roof spaces, and generally within the fabric of the building or 
underground, have not been inspected unless specifically agreed between the client and inspector prior to the inspection. An inspection should be 
made within an accessible roof space housing other electrical equipment.
SECTION E. SUMMARY OF THE CONDITION OF THE INSTALLATION
General condition of the installation (in terms of electrical safety)  .............................................................................................................................
......................................................................................................................................................................................................................................
......................................................................................................................................................................................................................................
Overall assessment of the installation in terms of its suitability for continued use


SATISFACTORY / UNSATISFACTORY* (Delete as appropriate)
*An unsatisfactory assessment indicates that dangerous (code C1) and/or potentially dangerous (code C2) conditions have been identified.
SECTION F. RECOMMENDATIONS
Where the overall assessment of the suitability of the installation for continued use above is stated as UNSATISFACTORY, I / we recommend that 
any observations classified as ‘Danger present’ (code C1) or ‘Potentially dangerous’ (code C2) are acted upon as a matter of urgency.
Investigation without delay is recommended for observations identified as ‘Further investigation required’ (code FI).
Observations classified as ‘Improvement recommended’ (code C3) should be given due consideration.


Subject to the necessary remedial action being taken, I / we recommend that the installation is further inspected and tested by  …………..…(date)
SECTION G. DECLARATION
I/We, being the person(s) responsible for the inspection and testing of the electrical installation (as indicated by my/our signatures 
below), particulars of which are described above, having exercised reasonable skill and care when carrying out the inspection and 
testing, hereby declare that the information in this report, including the observations and the attached schedules, provides an accurate 
assessment of the condition of the electrical installation taking into account the stated extent and limitations in section D of this report.
Inspected and tested by:
Name (Capitals) ...............................................................................
Signature  .........................................................................................
For/on behalf of  ...............................................................................
Position  ............................................................................................
Address  ............................................................................................
Date  .................................................................................................


Report authorised for issue by:
Name (Capitals)  ..............................................................................
Signature  .........................................................................................
For/on behalf of  ...............................................................................
Position  ............................................................................................
Address  ...........................................................................................
Date  .................................................................................................


SECTION H. SCHEDULE(S)
…………schedule(s) of inspection and  ……...schedule(s) of test results are attached.
The attached schedule(s) are part of this document and this report is valid only when they are attached to it.
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      CONDITION REPORT INSPECTION SCHEDULE FOR  
      DOMESTIC AND SIMILAR PREMISES WITH UP TO 100 A SUPPLY
       NOTE:	 This form is suitable for many types of smaller installation, not exclusively domestic.


OUTCOMES Acceptable 
condition ✓ Unacceptable 


condition
State 


C1 or C2
Improvement 
recommended


State 
C3


Further 
investigation


FI Not 
verified


N/V Limitation LIM Not 
applicable


N/A


ITEM NO DESCRIPTION


OUTCOME
(Use codes above. Provide additional 


comment where appropriate. C1, C2, C3 and FI coded 
items to be recorded in Section K of the Condition Report)


1.0 EXTERNAL CONDITION OF INTAKE EQUIPMENT (VISUAL INSPECTION ONLY)


1.1 Service cable 


1.2 Service head


1.3 Earthing arrangement


1.4 Meter tails


1.5 Metering equipment


1.6 Isolator (where present)


2.0 PRESENCE OF ADEQUATE ARRANGEMENTS FOR OTHER SOURCES SUCH AS 
MICROGENERATORS (551.6; 551.7)


3.0 EARTHING / BONDING ARRANGEMENTS (411.3; Chap 54)


3.1 Presence and condition of distributor’s earthing arrangement (542.1.2.1; 542.1.2.2)


3.2 Presence and condition of earth electrode connection where applicable (542.1.2.3)


3.3 Provision of earthing/bonding labels at all appropriate locations (514.13.1)


3.4 Confirmation of earthing conductor size (542.3; 543.1.1)


3.5 Accessibility and condition of earthing conductor at MET (543.3.2)


3.6 Confirmation of main protective bonding conductor sizes (544.1)


3.7 Condition and accessibility of main protective bonding conductor connections (543.3.2; 544.1.2)


3.8 Accessibility and condition of other protective bonding connections (543.3.1; 543.3.2)


4.0 CONSUMER UNIT(S) / DISTRIBUTION BOARD(S)


4.1 Adequacy of working space/accessibility to consumer unit/distribution board (132.12; 513.1)


4.2 Security of fixing (134.1.1)


4.3 Condition of enclosure(s) in terms of IP rating etc (416.2)


4.4 Condition of enclosure(s) in terms of fire rating etc (421.1.201; 526.5)


4.5 Enclosure not damaged/deteriorated so as to impair safety (651.2)


4.6 Presence of main linked switch (as required by 462.1.201)


4.7 Operation of main switch (functional check) (643.10)


4.8 Manual operation of circuit-breakers and RCDs to prove disconnection (643.10)


4.9 Correct identification of circuit details and protective devices (514.8.1; 514.9.1)


4.10 Presence of RCD six-monthly test notice at or near consumer unit/distribution board (514.12.2)


4.11 Presence of non-standard (mixed) cable colour warning notice at or near consumer unit/distribution 
board (514.14)


4.12 Presence of alternative supply warning notice at or near consumer unit/distribution board (514.15)


4.13 Presence of other required labelling (please specify) (Section 514)


4.14 Compatibility of protective devices, bases and other components; correct type and rating (No signs 
of unacceptable thermal damage, arcing or overheating) ( 411.3.2; 411.4; 411.5; 411.6; Sections 432, 
433)


4.15 Single-pole switching or protective devices in line conductor only (132.14.1; 530.3.3)


4.16 Protection against mechanical damage where cables enter consumer unit/distribution board 
(132.14.1; 522.8.1; 522.8.5; 522.8.11)


4.17 Protection against electromagnetic effects where cables enter consumer unit/distribution board/
enclosures (521.5.1)


4.18 RCD(s) provided for fault protection - includes RCBOs (411.4.204; 411.5.2; 531.2)


4.19 RCD(s) provided for additional protection/requirements - includes RCBOs (411.3.3; 415.1)


4.20 Confirmation of indication that SPD is functional (651.4)


4.21 Confirmation that ALL conductor connections, including connections to busbars, are correctly 
located in terminals and are tight and secure (526.1)


4.22 Adequate arrangements where a generating set operates as a switched alternative to the public supply 
(551.6)


4.23 Adequate arrangements where a generating set operates in parallel with the public supply (551.7)







OUTCOMES Acceptable 
condition


✓ Unacceptable 
condition


State 
C1 or C2


Improvement 
recommended


State 
C3


Further 
investigation


FI Not 
verified


N/V Limitation LIM Not 
applicable


N/A


ITEM NO DESCRIPTION


OUTCOME
(Use codes above. Provide additional comment where 


appropriate. C1, C2, C3 and FI coded items to be recorded in 
Section K of the Condition Report)


5.0 FINAL CIRCUITS


5.1 Identification of conductors (514.3.1)


5.2 Cables correctly supported throughout their run (521.10.202; 522.8.5)


5.3 Condition of insulation of live parts (416.1)


5.4 Non-sheathed cables protected by enclosure in conduit, ducting or trunking (521.10.1)


 • To include the integrity of conduit and trunking systems (metallic and plastic)


5.5 Adequacy of cables for current-carrying capacity with regard for the type and nature of installation (Section 523)


5.6 Coordination between conductors and overload protective devices (433.1; 533.2.1)


5.7 Adequacy of protective devices: type and rated current for fault protection (411.3)


5.8 Presence and adequacy of circuit protective conductors (411.3.1; Section 543)


5.9 Wiring system(s) appropriate for the type and nature of the installation and external influences (Section 522)


5.10 Concealed cables installed in prescribed zones (see Section D. Extent and limitations) (522.6.202)


5.11 Cables concealed under floors, above ceilings or in walls/partitions, adequately protected against damage (see Section D. Extent 
and limitations) (522.6.204)


5.12 Provision of additional requirements for protection by RCD not exceeding 30 mA:


 • for all socket-outlets of rating 32 A or less, unless an exception is permitted (411.3.3)


 • for the supply of mobile equipment not exceeding 32 A rating for use outdoors (411.3.3)


 • for cables concealed in walls at a depth of less than 50 mm (522.6.202; 522.6.203)


• for cables concealed in walls/partitions containing metal parts regardless of depth ( 522.6.203)


 • Final circuits supplying luminaires within domestic (household) premises (411.3.4)


5.13 Provision of fire barriers, sealing arrangements and protection against thermal effects (Section 527)


5.14 Band II cables segregated/separated from Band I cables (528.1)


5.15 Cables segregated/separated from communications cabling (528.2)


5.16 Cables segregated/separated from non-electrical services (528.3)


5.17 Termination of cables at enclosures - indicate extent of sampling in Section D of the report (Section 526)


• Connections soundly made and under no undue strain (526.6)


• No basic insulation of a conductor visible outside enclosure (526.8)


• Connections of live conductors adequately enclosed (526.5)


• Adequately connected at point of entry to enclosure (glands, bushes etc.) (522.8.5)


5.18 Condition of accessories including socket-outlets, switches and joint boxes (651.2(v))


5.19 Suitability of accessories for external influences (512.2)


5.20 Adequacy of working space/accessibility to equipment (132.12; 513.1)


5.21 Single-pole switching or protective devices in line conductors only (132.14.1, 530.3.3)


6.0 LOCATION(S) CONTAINING A BATH OR SHOWER


6.1 Additional protection for all low voltage (LV) circuits by RCD not exceeding 30 mA (701.411.3.3)


6.2 Where used as a protective measure, requirements for SELV or PELV met (701.414.4.5)


6.3 Shaver sockets comply with BS EN 61558-2-5 formerly BS 3535 (701.512.3)


6.4 Presence of supplementary bonding conductors, unless not required by BS 7671:2018 (701.415.2)


6.5 Low voltage (e.g. 230 volt) socket-outlets sited at least 3 m from zone 1 (701.512.3)


6.6 Suitability of equipment for external influences for installed location in terms of IP rating (701.512.2)


6.7 Suitability of accessories and controlgear etc. for a particular zone (701.512.3)


6.8 Suitability of current-using equipment for particular position within the location (701.55)


7.0 OTHER PART 7 SPECIAL INSTALLATIONS OR LOCATIONS


7.1 List all other special installations or locations present, if any. (Record separately the results of particular inspections applied.)


Inspected by:


Name (Capitals) ................................. Signature ..................................... Date ..................
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GENERIC SCHEDULE OF TEST RESULTS


NOTES


The following notes relate to the column number in the form.


1 Circuit number, for three-phase installations it is preferred to use the designation 
L1, L2, L3. For example, for the 5th circuit, the designation would be 5L1, 5L2 
and 5L3.


2 Circuit description — can be brief (such as fluorescent lighting).
3 BS (EN), enter the Standard of manufacturer of the circuit protective device 


(such as (BS EN) 60898).
4 Type – where relevant for circuit-breakers enter the characteristic type (e.g. C).
5 Rating – enter the protective device's current rating.
6 Breaking capacity – enter the protective device's breaking capacity, often 


'printed' on circuit-breakers (e.g. 6000).
7 RCD I n rating in mA – 30 mA for additional protection.
8 Maximum permitted loop impedance for the circuit protective device from Table 


41 of BS 7671.
9 Reference Method – enter the cable's installed reference method, by using 


Table 4A2 of BS 7671
10 Conductor details – enter live conductor csa in mm2.
11 Conductor details – enter circuit protective conductor csa in mm2.
12 Ring line-line open resistance continuity in ohms.
13 Ring neutral-neutral open resistance continuity in ohms.
14 Ring cpc-cpc open resistance continuity in ohms.
15 Ring (R1 + R2) – enter the value recorded whilst carrying out Step 3 of the ring 


continuity test, see 2.6.6. Note that where meaningless results are recorded, 
due to parallel return paths, and it has been established and the inspector has 
verified continuity, a value is not necessary in this cell, and the cell may be 
ticked.


16 Continuity R2 – add the value of the cpc continuity reading. If using Test 
method 2, the 'wandering lead' method, then enter the maximum value of 
the various readings that were measured on the circuit. Note that where 
meaningless results are recorded, due to parallel return paths and it has been 
established and the inspector has verified continuity, a value is not necessary in 
this cell, and the cell may be ticked.


17 Insulation resistance test voltage usually 500 V unless circuit may be damaged.
18 Insulation resistance, L-L – enter the minimum value recorded during testing the 


circuit for each of the various configurations.
19 Insulation resistance, L-E – enter the minimum value recorded during testing the 


circuit for each of the various configurations.
20 Polarity – tick this cell when the polarity for the circuit has been confirmed, see 


2.6.13. A cross, 'X', may be used to indicate incorrect polarity only where the 
form accompanies an EICR. 


21 Zs – enter the circuit earth fault loop impedance by whatever method you have 
selected to determine it by.


22, 23 Enter the results from the tests carried out on any RCDs fitted to the 
circuit.


24 Confirm AFDD test button test, where AFDD’s have test buttons.
25 Remarks – this cell is provided to note anything relevant to the circuit and 


testing, see the completed examples of Form 3.





		Model_Forms_BS_7671-2018_online

		Model_Forms_BS_7671-2018_online1
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1


Name of School: 


 


REGULATORY REFORM(FIRE SAFETY) ORDER 2005 


 


FIRE RISK ASSESSMENT 


 
 


 


Responsible Person (e.g. Employer) or 


Person having control of the premises: 


 


 


 


Address of Premises: 


 


 


 


Person(s) Consulted: 


 


 


 


Assessor: 


 


 


 


Date of Fire Risk Assessment: 


 


 


 


Date of Previous Fire Risk Assessment: 


 


 


 


Suggested Date for Review1: 


 


 


 


 


 


The purpose of this report is to provide an assessment of the risk to life from fire, and, where appropriate, to make 


recommendations to ensure compliance with fire safety legislation.  The report does not address the risk to 


property or business continuity from fire. 


 


The report represents only the best judgement of the assessor involved in its preparation, and is based, in part, on 


information provided by others.  No liability whatsoever is accepted for the accuracy of such information. 


 


                                                      
1 This fire risk assessment should be reviewed by a competent person by the date indicated above or at such earlier time as there is reason to 


suspect that it is no longer valid, or if there has been a significant change in the matters to which it relates, or if a fire occurs. 
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Regulatory Reform (Fire Safety) Order 2005 (the 'Fire Safety Order') 
 
This fire risk assessment has been carried out on your behalf, being the Responsible Person, as defined in Article 3 
of the Regulatory Reform (Fire Safety) Order 2005 (e.g. as an employer), and/or being the person having control, to 
any extent, of the premises (as occupier or otherwise).  It is intended to assist you in compliance with Article 9 of 
the Fire Safety Order, which requires that a risk assessment be carried out. 
 
It is important that you study this fire risk assessment and understand its contents.  The fire risk assessment 
includes an Action Plan, which sets out the measures it is considered necessary for you to take to satisfy the 
requirements of the Fire Safety Order and to protect relevant persons (as defined in the Order) from fire.  Relevant 
persons are primarily everyone who is, or may be, lawfully in the building, but include certain persons in the vicinity 
of the building.  It is particularly important that you study the Action Plan.  If any recommendation in the Action Plan 
is unclear you should request further advice. 
 
The Fire Safety Order requires that you give effect to arrangements for the effective planning, organization, control, 
monitoring and review of the preventive and protective measures.  These are the measures that have been 
identified in consequence of a risk assessment as the general fire precautions you need to take to comply with the 
Fire Safety Order. 
 
You must record the above arrangements if: 
 
(a) You employ five or more employees in your undertaking (regardless of where they are employed); 
 
(b) A licence or registration under other legislation is in force; or 
 
(c) An alterations notice is in force requiring a record to be kept. 
 
This fire risk assessment is not the record of the fire safety arrangements to which the Fire Safety Order refers, 
although much of the information contained in this fire risk assessment will coincide with the information in that 
record.  You should, however, ensure that there is a record of the fire safety arrangements, adequate to comply 
with Article 11(2) of the Fire Safety Order, and that it is kept up to date.  Consideration will have been given, in 
carrying out this fire risk assessment, to the records that exist in this respect. 
 
The Fire Safety Order also requires that you appoint one or more competent persons to assist you in undertaking 
the general fire precautions described above.  Where there is a competent person in your employment, you must, 
under Article 18(8) of the Fire Safety Order, appoint that person in preference to a competent person not in your 
employment. 
 
This fire risk assessment has considered dangerous substances that are used or stored in your premises, only to 
the extent necessary to determine the adequacy of the general fire precautions (as defined in Article 4 of the Fire 
Safety Order) and to advise you accordingly.  If dangerous substances are used or stored in your premises, you 
should ensure that a risk assessment of the relevant work activities has been carried out to enable you to comply 
with the Dangerous Substances and Explosive Atmospheres Regulations 2002.  This fire risk assessment does not 
consider special, technical or organizational measures that are required to be taken or observed in connection with 
the use or storage of any dangerous substance. 
 
More generally, this fire risk assessment forms only a foundation for management of fire safety in your premises 
and compliance with the Fire Safety Order.  It is strongly recommended that you obtain a copy of the Fire Safety 
Order if you do not already have ready access to a copy.  It may be obtained from the Stationery Office, but can be 
freely downloaded from the Internet at: 
 


www.opsi.gov.uk/si/si2005/20051541.htm 
 


IMPORTANT 







 ___________________________________________________________________________________________  
 
3


GENERAL INFORMATION 


 


 
1. THE PREMISES 


 


1.1 Number of floors:  


  


1.2 Approximate floor area: m² per floor. 
  m² gross. 
  m² on ground floor. 
  [delete units as appropriate] 


  


1.3 Brief details of construction: 


 


  


 


 


  


1.4 Occupancy: 


 


  


 


 


  


2. THE OCCUPANTS 
 


2.1 Approximate maximum number:  


  


2.2 Approximate number of employees at any one time:  


  


2.3 Maximum number of members of public at any one time:  


  


3. OCCUPANTS ESPECIALLY AT RISK  FROM FIRE 
 


3.1 Sleeping occupants:  


  


3.2 Disabled occupants:  


  


3.3 Occupants in remote areas and 


lone workers: 


 


  


3.4 Young persons:  


  


3.5 Others:  
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4. FIRE LOSS EXPERIENCE 


 
  


 


 


 


 


Date Brief Details Cause Action Taken 


    


  


5. OTHER RELEVANT INFORMATION 


 
  


 


 


 


  


 
 


 


REFERENCES: 


 
The full titles of British Standards and other references quoted in the report are given on the last pages. 







 ___________________________________________________________________________________________  
 
5


 


6. RELEVANT FIRE SAFETY LEGISLATION 
  


6.1 The following fire safety legislation applies to these premises: 


 


  


Regulatory Reform (Fire Safety) Order 2005 


 


  


6.2 The above legislation is enforced by: 


  


 


Local Fire and Rescue Authority 


 


  


6.3 Other legislation that makes significant requirements for fire precautions in these premises (other than the 


Building Regulations 2000): 


 


  


 


 


 


 


 


  


6.4 The legislation to which 6.3 makes reference is enforced by: 


 


  


 


 


 


 


 


  


6.5 Comments: 


 


  


 


You are reminded that material alterations involving means of escape, fire warning systems or 


structural fire precautions, require approval from the building control authority 
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FIRE HAZARDS AND THEIR ELIMINATION OR CONTROL 


 


 
7. ELECTRICAL SOURCES OF IGNITION 


 


7.1 Reasonable measures taken to prevent fires of    Yes  No  


 electrical origin? 


  


7.2 More specifically: 


 


  Fixed installation periodically inspected and tested?   Yes  No  


  


  Portable appliance testing carried out?   Yes  No  


  


  Suitable policy regarding the use of personal electrical   Yes  No  


  appliances? 


  


  Suitable limitation of trailing leads and adapters?   Yes  No  


  


7.3 Comments and hazards observed: 


 


  


 


 


 


  


8. SMOKING 
 


8.1 Reasonable measures taken to prevent fires as a result of   Yes  No  


 smoking? 


  


8.2 More specifically: 


 


  Smoking prohibited in the building?   Yes  No  


  


  Smoking prohibited in appropriate areas? N/A  Yes  No  


  


  Suitable arrangements for those who wish to smoke?   Yes  No  


  


  This policy appeared to be observed at time of inspection?   Yes  No  


  


8.3 Comments and hazards observed: 
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9. ARSON 
 


9.1 Does basic security against arson by outsiders appear   Yes  No  


 reasonable2? 


  


9.2 Is there an absence of unnecessary fire load in close proximity    Yes  No  


 to the premises or available for ignition by outsiders? 


  


9.3 Comments and hazards observed: 


 


  


 


 


 


  


10. PORTABLE HEATERS AND HEATING INSTALLATIONS 


 


10.1 Is the use of portable heaters avoided as far as practicable?   Yes  No  


  


10.2 If portable heaters are used, 


  


  is the use of the more hazardous type (e.g. radiant bar  N/A  Yes  No  


  fires or lpg appliances) avoided? 


  


  are suitable measures taken to minimize the hazard of N/A  Yes  No  


  ignition of combustible materials? 


  


10.3 Are fixed heating installations subject to regular N/A  Yes  No  


 maintenance? 


  


10.4 Comments and hazards observed: 


 


  


 


 


 


 


 


 


 


 


 


 


  


                                                      
2 Note: Reasonable only in the context of this fire risk assessment.  If specific advice on security (including security against arson) is 


required, the advice of a security specialist should be obtained. 
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11. 


 


 


 


COOKING 


 


11.1 Are reasonable measures taken to prevent fires as a result of  N/A  Yes  No  


 cooking? 


  


11.2 More specifically: 


 


  Filters changed and ductwork cleaned regularly? N/A  Yes  No  


         


  Suitable extinguishing appliances available?   Yes  No  


  


11.3 Comments and hazards observed: 


 


 


 


 


 


 


 


 


  
The kitchen extract ductwork should be subject to periodic deep 


cleaning.  The frequency of cleaning will depend on the level of 


usage of the cooking equipment, types and quantity of cooking, 


vulnerability of the system to ignition, etc.  However, the following 


frequencies are suggested for guidance: 


  


Heavy use (e.g. 12-16 hours per day):    3 monthly. 


Moderate use (e.g. 6-12 hours per day):    6 monthly. 


Light use (e.g. 2-6 hours per day): 12 monthly. 


 


 


 


 


  


12. LIGHTNING 


 


12.1 Does the building have a lightning protection system?   Yes  No  


  


12.2 Comments and deficiencies observed: 
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13. 


 


HOUSEKEEPING 


 


13.1 Is the standard of housekeeping adequate?   Yes  No  


  


13.2 More specifically: 


 


  Combustible materials appear to be separated from    Yes  No  


  ignition sources? 


  


  Avoidance of unnecessary accumulation of combustible   Yes  No  


  materials or waste? 


  


  Appropriate storage of hazardous materials? N/A  Yes  No  


  


  Avoidance of inappropriate storage of combustible    Yes  No  


  materials? 


  
 


13.3 Comments and hazards observed: 


 


  


 


  


14. HAZARDS INTRODUCED BY OUTSIDE CONTRACTORS 


AND BUILDING WORKS 


 


14.1 Are fire safety conditions imposed on outside contractors?   Yes  No  


  


14.2 Is there satisfactory control over works carried out in the    Yes  No  


 building by outside contractors (including "hot work" permits)? 


  


14.3 If there are in-house maintenance personnel, are suitable  N/A  Yes  No  


 precautions taken during "hot work", including use of hot work 


permits? 


  


14.4 Comments: 


 


 (Suitable guidance is contained in the following publications: 


 


• Standard Fire Precautions for Contractors Engaged on Crown 


Works, Department of Environment, HMSO. 


• Fire Prevention on Construction Sites.  Fire Protection 


Association. 


• Fire Safety in Construction Work.  HSE. 


 


It is recommended that the guidance contained in these  


references be incorporated in contracts with outside  


contractors.) 
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15. DANGEROUS SUBSTANCES 


 


15.1 If dangerous substances are, or could be, used, has a risk  N/A  Yes  No  


 assessment been carried out, as required by the Dangerous 


Substances and Explosive Atmospheres Regulations 2002? 


  


15.2 Comments: 


 


  


• This risk assessment only considers the impact of the use or 


storage of dangerous substances to the extent necessary to 


determine the adequacy of the general fire precautions 


required under the Order to ensure the safety of relevant 


persons in the event of fire. 


• The nature and quantity of flammable liquids and gases 


present in the premises are such that the fire hazards 


associated with their use and/or storage and the adequacy of 


the general fire precautions have been considered within this 


risk assessment. 


• Small quantities with negligible impact on the appropriate 


general fire precautions need not be taken into account. 


 


 


  


16. OTHER SIGNIFICANT FIRE HAZARDS THAT WARRANT CONSIDERATION 


 
16.1 Hazards: 


 


  


 


 


 


  


16.2 Comments and deficiencies observed: 
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FIRE PROTECTION MEASURES 


 


 
17. MEANS OF ESCAPE FROM FIRE 


 


17.1 It is considered that the building is provided with   Yes  No  


 reasonable means of escape in case of fire. 


  


17.2 More specifically: 


 


  Adequate design of escape routes?   Yes  No  


  


  Adequate provision of exits?   Yes  No  


  


  Exits easily and immediately openable where   Yes  No  


  necessary? 


  


  Fire exits open in direction of escape where   Yes  No  


  necessary? 


  


 Avoidance of sliding or revolving doors as fire exits    Yes  No  


  where necessary? 


  


  Satisfactory means for securing exits?   Yes  No  


  


  Reasonable distances of travel: 


  


 • Where there is a single direction of travel?   Yes  No  


  


 • Where there are alternative means of escape?   Yes  No  


  


  Suitable protection of escape routes?   Yes  No  


  


  Suitable fire precautions for all inner rooms?   Yes  No  


  


  Escape routes unobstructed?   Yes  No  


  


17.3 It is considered that the building is provided with   Yes  No  


 reasonable arrangements for means of escape for disabled 


 people. 


  


17.4 Comments and deficiencies observed: 
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18. MEASURES TO LIMIT FIRE SPREAD AND DEVELOPMENT 


 
18.1 It is considered that there is: 


 


  compartmentation of a reasonable standard3.   Yes  No  


  


  reasonable limitation of linings that may promote fire    Yes  No  


  spread. 


  


18.2 As far as can reasonably be ascertained, fire dampers are  N/A  Yes  No  


 provided as necessary to protect critical means of escape against 


passage of fire, smoke and combustion products in the early stages 


of a fire? 4,5 


  


18.3 Comments and deficiencies observed: 


 


  


 


 


  


19. EMERGENCY ESCAPE LIGHTING 


 


19.1 Reasonable standard of emergency escape lighting system    Yes  No  


 provided6? 


  


19.2 Comments and deficiencies observed: 


 


  


 


 


 


  


20. FIRE SAFETY SIGNS AND NOTICES 


 


20.1 Reasonable standard of fire safety signs and notices?   Yes  No  


  


20.2 Comments and deficiencies observed: 


 


  


 


  
 


                                                      
3 Based on visual inspection of readily accessible areas, with a degree of sampling where appropriate. 
4 Based on visual inspection of readily accessible areas, with a degree of sampling where appropriate. 


5 A full investigation of the design of HVAC systems is outside the scope of this fire risk assessment. 
6 Based on visual inspection, but no test of illuminance levels or verification of full compliance with relevant British Standards carried out. 
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21. MEANS OF GIVING WARNING IN CASE OF FIRE 


 


21.1 Reasonable manually operated electrical fire alarm system   Yes  No  


 provided7? 


  


21.2 Automatic fire detection provided? Yes  Yes  No  


 (throughout 


building) 


(part of building 


only) 
   


  


21.3 Extent of automatic fire detection generally appropriate for the  N/A  Yes  No  


 occupancy and fire risk? 


  


21.4 Remote transmission of alarm signals?   Yes  No  


  


21.5 Comments and deficiencies observed? 


 


  


 


 


 


 


  


22. MANUAL FIRE EXTINGUISHING APPLIANCES 


 


22.1 Reasonable provision of portable fire extinguishers?   Yes  No  


  


22.2 Hose reels provided?   Yes  No  


  


22.3 Are all fire extinguishing appliances readily accessible?   Yes  No  


  


22.4 Comments and deficiencies observed: 


 


  


 


 


 


 


 


 


 


  


                                                      
7 Based on visual inspection, but no audibility tests or verification of full compliance with relevant British Standard carried out. 







PAS 79: 2006 


 ___________________________________________________________________________________________  
 
14


 


23. RELEVANT
‡


 AUTOMATIC FIRE EXTINGUISHING SYSTEMS 


 
23.1 Type of system: 


 


  


 


  


23.2 Comments: 


 


  


 


 


 


  


24. OTHER RELEVANT
‡


 FIXED SYSTEMS AND EQUIPMENT 


 
24.1 Type of fixed system: 


 


  


 


 


 


  


24.2 Comments: 


 


  


 


 


 


  


24.3 Suitable provision of fire-fighters switch(es) for high voltage N/A  Yes  No  


 luminous tube signs, etc 


 


  


 


 


 


  


24.4 Comments: 


 


  


 


 


 


  


                                                      
‡ Relevant to life safety and this risk assessment (as opposed purely to property protection). 
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MANAGEMENT OF FIRE SAFETY 


 
 


25. PROCEDURES AND ARRANGEMENTS 


 
25.1 Fire safety is managed by8: 


 


  


  


25.2 Competent person(s) appointed to assist in undertaking the   Yes  No  


 preventive and protective measures (i.e. relevant general fire 


precautions)? 


  


 Comments: 


 


  


 


  


25.3 Is there a suitable record of the fire safety arrangements? N/A  Yes  No  


  


 Comments: 


 


  


 


 


  


25.4 Appropriate fire procedures in place?   Yes  No  


  


 More specifically: 


 


  Are procedures in the event of fire appropriate and properly  N/A  Yes  No  


 documented? 


  


  Are there suitable arrangements for summoning the   Yes  No  


  fire and rescue service? 


  


  Are there suitable arrangements to meet the fire and N/A  Yes  No  


  rescue service on arrival and provide relevant information, 


including that relating to hazards to fire-fighters? 


  


  Are there suitable arrangements for ensuring that the   N/A  Yes  No  


  premises have been evacuated? 


  


  Is there a suitable fire assembly point(s)? N/A  Yes  No  


  


  Are there adequate procedures for evacuation of any  N/A  Yes  No  


  disabled people who are likely to be present? 


  


                                                      
8 This is not intended to represent a legal interpretation of responsibility, but merely reflects the managerial arrangement in place at the time 


of this risk assessment. 
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 Comments: 


 


  


 


 


 


 


  


25.5 Persons nominated and trained to use fire extinguishing appliances? N/A  Yes  No  


  


 Comments: 


 


  


 


 


 


25.6 Persons nominated and trained to assist with evacuation, including  N/A  Yes  No  


 evacuation of disabled people? 


  


 Comments: 


 


  


 


 


 


 


  


25.7 Appropriate liaison with fire and rescue service (e.g. by fire N/A  Yes  No  


 and rescue service crews visiting for familiarization visits)? 


  


 Comments: 


 


  


 


 


 


  


25.8 Routine in-house inspections of fire precautions (e.g. in the N/A  Yes  No  


 course of health and safety inspections)? 


  


 Comments: 


 


  


 


 


 


 


 


  


26. TRAINING AND DRILLS 


 


26.1 Are all staff given adequate fire safety instruction and training on    Yes  No  


 induction? 
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 Comments: 


 


  


 


 


 


  


26.2 Are all staff given adequate periodic "refresher training" at suitable   Yes  No  


 intervals? 


  


 Comments: 


 


  


 


 


 


  


26.3 Does all staff training provide information, instruction or training on 


 the following: 


  


  Fire risks in the premises?   Yes  No  


  


  The fire safety measures in the building?   Yes  No  


  


  Action in the event of fire?   Yes  No  


  


  Action on hearing the fire alarm signal?   Yes  No  


  


  Method of operation of manual call points?   Yes  No  


  


  Location and use of fire extinguishers?   Yes  No  


  


  Means for summoning the fire and rescue service?   Yes  No  


  


  Identity of persons nominated to assist with evacuation?   Yes  No  


  


  Identity of persons nominated to use fire extinguishing   Yes  No  


 appliances? 


  


 Comments: 


 


  


 


  


26.4 Are staff with special responsibilities (e.g. fire wardens) given N/A  Yes  No  


 additional training? 


  


 Comments: 
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26.5 Are fire drills carried out at appropriate intervals?   Yes  No  


  


 Comments: 


 


  


 


 


 


  


26.6 When the employees of another employer work in the premises: 


  


  Is their employer given appropriate information (e.g. on fire N/A  Yes  No  


 risks and general fire precautions)? 


  


  Is it ensured that the employees are provided with adequate N/A  Yes  No  


  instructions and information? 


  


27. TESTING AND MAINTENANCE 


 


27.1 Adequate maintenance of premises?   Yes  No  


  


 Comments and deficiencies observed: 


 


  


 


 


 


 


  


27.2 Weekly testing and periodic servicing of fire detection and   Yes  No  


 alarm system? 


  


 Comments and deficiencies observed: 
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27.3 Monthly and annual testing routines for emergency escape lighting?   Yes  No  


  


 Comments and deficiencies observed: 


 


  


 


 


  


27.4 Annual maintenance of fire extinguishing appliances?   Yes  No  


  


 Comments and deficiencies observed: 


 


  


 


  


27.5 Periodic inspection of external escape staircases and  N/A  Yes  No  


 gangways? 


  


 Comments and deficiencies observed: 


 


  


 


  


27.6 Six-monthly inspection and annual testing of rising mains? N/A  Yes  No  


  


 Comments and deficiencies observed: 


 


  


 


  


27.7 Weekly and monthly testing, six monthly inspection and  N/A  Yes  No  


 annual testing of fire-fighting lifts? 


  


 Comments and deficiencies observed: 


 


  


 


 


  


27.8 Weekly testing and periodic inspection of sprinkler N/A  Yes  No  


 installations? 


  


 Comments: 
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27.9 Routine checks of final exit doors and/or security fastenings? N/A  Yes  No  


  


 Comments: 


 


  


  


27.10 Annual inspection and test of lightning protection system? N/A  Yes  No  


  


 Comments: 


 


  


  


27.11 Other relevant inspections or tests: 


  


  


 


  


 Comments: 


 


  


 


  


28. RECORDS 


 
28.1 Appropriate records of: 


  


 Fire drills? N/A  Yes  No  


  


 Fire training?   Yes  No  


  


 Fire alarm tests? N/A  Yes  No  


  


 Emergency escape lighting tests? N/A  Yes  No  


  


 Maintenance and testing of other fire protection systems? N/A  Yes  No  


  


28.2 Comments: 
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FIRE RISK ASSESSMENT 
 


 
 The following simple risk level estimator is based on a more general health and safety risk level estimator of the type 


contained in BS 8800: 


 


Potential 


consequences of fire 


⇒⇒⇒⇒ 


 


Likelihood of fire ⇓⇓⇓⇓ 


 


 


 


Slight harm 


 


 


Moderate harm 


 


 


Extreme harm 


 


Low 


 


 


Trivial risk 


 


Tolerable risk 


 


Moderate risk 


 


Medium 


 


 


Tolerable risk 


 


Moderate risk 


 


 


Substantial risk 


 


High 


 


 


Moderate risk 


 


Substantial risk 


 


Intolerable risk 


 


 Taking into account the fire prevention measures observed at the time of this risk assessment, it is considered that the 


hazard from fire (likelihood of fire) at these premises is: 


 


 Low  Medium  High  


  


 


 


In this context, a definition of the above terms is as follows: 


 


 Low: Unusually low likelihood of fire as a result of negligible potential sources of ignition. 


 


 Medium: Normal fire hazards (e.g. potential ignition sources) for this type of occupancy, with fire 


hazards generally subject to proper controls (other than minor shortcomings). 


 


 High: Lack of adequate controls applied to one or more significant fire hazards, such as to result in 


significant increase in likelihood of fire. 


 


 Taking into account the nature of the building and the occupants, as well as the fire protection and procedural 


arrangements observed at the time of this fire risk assessment, it is considered that the consequences for life safety in 


the event of fire would be: 


 


 Slight harm  Moderate harm  Extreme harm  


  


 In this context, a definition of the above terms is as follows: 


 


 Slight harm: Outbreak of fire unlikely to result in serious injury or death of any occupant (other than an 


occupant sleeping in a room in which a fire occurs). 


 


 Moderate harm: Outbreak of fire could foreseeably result in injury (including serious injury) of one or more 


occupants, but it is unlikely to involve multiple fatalities. 


 


 Extreme harm: Significant potential for serious injury or death of one or more occupants. 


 


 


 Accordingly, it is considered that the risk to life from fire at these premises is: 


 


 Trivial  Tolerable  Moderate  Substantial  Intolerable  
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 Comments: 


 


  


 


 


 


 A suitable risk-based control plan should involve effort and urgency that is proportional to risk.  The following risk-


based control plan is based on one advocated by BS 8800 for general health and safety risks: 


 


 


Risk Level 


 


 


Action and timescale 


 


Trivial 


 


 


No action is required and no detailed records need be kept. 


 


Tolerable 


 


 


No major additional controls required.  However, there might be a need for 


improvements that involve minor or limited cost. 


 


 


 


 


Moderate 


 


 


It is essential that efforts are made to reduce the risk.  Risk reduction 


measures should be implemented within a defined time period. 


 


Where moderate risk is associated with consequences that constitute 


extreme harm, further assessment might be required to establish more 


precisely the likelihood of harm as a basis for determining the priority for 


improved control measures. 


 


 


 


Substantial 


 


 


 


 


Considerable resources might have to be allocated to reduce the risk.  If the 


building is unoccupied, it should not be occupied until the risk has been 


reduced.  If the building is occupied, urgent action should be taken. 


 


 


Intolerable 


 


 


Building (or relevant area) should not be occupied until the risk is reduced. 


 


 


 


 


 


(Note that, although the purpose of this section is to place the fire risk in context, the above 


approach to fire risk assessment is subjective and for guidance only.  All hazards and 


deficiencies identified in this report should be addressed by implementing all 


recommendations contained in the following action plan.  The fire risk assessment should be 


reviewed regularly.) 
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ACTION PLAN 


 


 
 It is considered that the following recommendations should be implemented in order to reduce fire 


risk to, or maintain it at, the following level: 


 


 


 Trivial  Tolerable  


 Definition of priorities: 


 


 


a. 


 


b. 


 


c. 


 


d. 


 


 


 


 


 


 


 


 


 


 


 


 


 


  


 


Priority 


(where 


applicable) 


 


1.   
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