Premises Logbook 2014 


London Borough of Ealing


PREMISES LOGBOOK FOR MAINTENANCE REGIME

CONTENTS

PART ONE – Guidance & Information

01:
General Guidance and Information
02:
Further Support and Advice
03: 
Guidance to Legal Duties for Maintenance Regime (without prejudice) – October 

2014.

04:
Overview of Tasks and Documentation.
PART TWO – Maintenance Records

General Maintenance Documents

GM01:
Maintenance Calls Record – To be completed by school when a fault is 


reported to your contractor(s).
GM02:
Maintenance Contractor Attendance Record.
GM03:
Emergency Isolation & Utility Meter Locations – Gas, Electricity & Water.

GM04:
Building Information Locations – Water Hygiene Logbook, COSHH Risk 


Assessment, Asbestos Management Plan etc. 

GM05:
Mechanical & Electrical Maintenance Planner – issued by contractor.
GM06:
Monitoring & Reviews – used to record regular reviews of this logbook.
GM07:
Communications and other documents
Note: These contents pages should be specific to your school so can be used as a starting point and amended accordingly.
PART TWO – Maintenance Records (continued)

Roof Safety Equipment
R01
Maintenance and remedial work records.

R02
Written Scheme of Examination.
R03
Thorough Inspection Records – usually 6 months for roof safety equipment.
Lifts and Lifting Equipment

L01
Logbook for all lifting equipment. Including personnel lifts, hoists and platform lifts.

L02
Maintenance and remedial work records for all of the above.

L03
Written Scheme(s) of Examination.

L04
Thorough inspection records – usually 6 months for people carrying equipment.
PE, Playground Equipment & External Areas

P01
Playground Equipment & Area Inspection Record.

P02
Gymnasia, Sports Halls and Fitness Areas Inspection Record.

P03
Trees – Visual Inspection Record.

P04
External play equipment inspection records.

P05
PE equipment inspections – specialist contractor.

P06
Playground equipment – specialist contractor.

Fire Safety and Emergency Lighting

F01
Fire alarm – weekly call points activation record.

F02
Fire alarm - 6 monthly specialist contractor servicing.

F03
Emergency lighting monthly test record.

F04
Emergency lighting – annual test by specialist.

F05
Sprinkler alarm gong test record.

F06
Sprinkler maintenance records.

F07
Monthly door inspection records.

F08
Fire extinguisher specialist inspections and maintenance.

F09
Fire extinguisher weekly inspection record.
Security Systems

S01
Intruder alarm service records.

S02
Access control system service records.

S03
CCTV service records.

S04
Panic alarm test records.

Heating and Gas Installations
H01
Heating system service records.

H02
Gas appliance service records e.g. caretaker’s house, gas water boilers, catering 
equipment. 

H03
Insurance inspection records

H04
Pressure system service records.

H05
Pressure vessels: Written Scheme of Examination.

Air Conditioning and Ventilation

AC01
Air conditioning system servicing records.

AC02
General ventilation maintenance records e.g. extractor fans, air handling units, LEV 
systems (excluding kitchen extracts).

AC03
Kitchen extract maintenance records.

AC04
Fume cupboard maintenance records.

Electrical Safety and Lightning Protection

E01
Electrical Installation Condition Report.
E02
Remedial works records.

E03
Electrical appliance testing records.

E04
Register of electrical appliances.

E05
Lightning protection servicing records.

Ancillary or Other Systems and/or Equipment

A01
Ladder and steps inspections.

A02
Kiln maintenance records.

A03
Other e.g. ionising radiation equipment.

A04
Other e.g. pull cord alarms for accessible toilets.
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