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Committee of Management……………………………………..Facility Name
…
Date Inspected……………………….. Inspected By………………………………………………………
Contact Details PH……………………    Email………………………………………………………………
	Rating    1 = Urgent attention required

               2 = Action required

               3 = No Action required
	Responsible Body     A = Committee of  Management

                                  B = Council 

For specific details refer to Schedule 1 – General Maintenance Guidelines in the Operations & Risk Management Manual


SECTION 1

	Item Description
	Rating
	Responsible

Body
	Suggested Action

(If 1 or 2)
	Have the repairs identified in the previous quarterly inspection report been completed? (please circle as applicable)
	Council

Only
	Council

Only

	
	
	
	
	
	Date Work Scheduled to  be completed


	Work Completed Y/N

	Walls  (damaged)
	
	
	
	     Yes             No  

If no, when scheduled?       
	
	

	Floor/Stairs (even surface, predictable slip, sound & visible steps, handrails)
	
	
	
	     Yes             No  

If no, when scheduled?
	
	

	Ceiling/Roof (damaged, water stains, leaks, 
	
	
	
	     Yes             No  

If no, when scheduled
	
	

	Windows (broken, open)
	
	
	
	     Yes             No  

If no, when scheduled?
	
	

	Grounds(drainage, fire risk from vegetation etc)
	
	
	
	     Yes             No  

If no, when scheduled?
	
	

	Paths (free of obstructions, ground even, lighting) 
	
	
	
	      Yes             No  

If no, when scheduled?
	
	

	Car parks (free of obstructions, even ground, lighting)
	
	
	
	     Yes             No  

If no, when scheduled?
	
	

	Fence/Vegetation (hazard for users)
	
	
	
	     Yes             No  

If no, when scheduled?
	
	


SECTION 1 CONT’
	Item Description
	Rating
	Responsible

Body
	Suggested Action

(If 1 or 2)
	Have the repairs identified in the previous quarterly inspection report been completed? (please circle as applicable)
	Council Only
	Council Only

	
	
	
	
	
	Date Work Scheduled to be  completed
	Work completed Y/N

	Fire 

Public access to combustible material?

Excessive combustible vegetation?

Incorrectly stored combustible hazardous substances on site?

Apparent faulty electrical wiring or overloaded circuits?
	
	
	
	  Yes             No  

If no, when scheduled?
	
	

	Security

Public access to unauthorised areas eg. Roof’s, under buildings?

Unsecured locks, doors, windows, skylights?

Attempted break-ins or security system tampered?

Portable equipment, eg. Laptop’s, ride on mowers, or cash visible/accessible to public?
	
	
	
	  Yes             No  

If no, when scheduled?
	
	

	Water/storm

Plumbing condition unsatisfactory? 

Hot water unit’s overflow/drainage inadequate?

Floor level at/below ground level?

Roofing/spouting blocked with vegetation (visible from ground)?

Spouting disconnected to drain?

Drains blocked or open and vulnerable to obstructions?
	
	
	
	  Yes             No  

If no, when scheduled?
	
	


SECTION TWO – ESSENTIAL SERVICE INSPECTIONS

	Item Description
	Rating
	Responsible

Body
	Suggested Action

(If 1 or 2)
	Has the Committee completed repairs identified in the previous quarterly inspection report? (please circle as applicable)
	Council Only
	Council Only

	
	
	
	
	
	Date Work Scheduled to  be completed


	Work Completed Y/N

	Doors/Locks (solid, 

emergency exits operate, signs are clear) refer notes below
	
	
	
	      Yes             No  

If no, when scheduled?
	
	

	Paths of Travel Refer notes below
	
	
	
	      Yes             No  

If no, when scheduled?
	
	

	Mechanical Ventilation

(Kitchen Exhaust) refer notes below
	
	
	
	     Yes             No  

If no, when scheduled?
	
	

	Freezer/Cool Room Door & Bell (if applicable) refer notes below
	
	
	
	      Yes             No  

If no, when scheduled?
	
	

	Fire indices refer notes below
	
	
	
	       Yes             No  

If no, when scheduled?
	
	


Exit Doors

Exit Doors provide sufficient and safe egress from a building, with minimum of effort and delay and to present a minimum of obstruction in an exit path.

An exit door must be capable of simple operation to fulfil its designed purpose.

It must be able to be opened readily WITHOUT A KEY, from the side facing a person seeking their way out, by a single handed downward or pushing action, on a single device located between 900mm and 1.2m from the floor.

Please note that some older buildings do not have lever handles, and some smaller buildings do not open in the correct direction. For these buildings, the important test is whether it can be easily opened without resorting to using a key and has ONE door handle. Panic bolts fitted top and/or bottom of doors are not approved. 

Paths of Travel to Exits 

Paths of Travel to exits and evacuation assembly points are to provide an unobstructed pathway to occupants travelling to an exit.

The paths of travel should be checked quarterly at the same time exit doors are checked.

It is the responsibility of the occupier to ensure that all paths of travel to exits are maintained in an efficient condition and kept functional and clear of obstruction to a width not less than 1 meter. It is equally important to ensure there are no obstructions on the other side of the exit door.

Ventilation (Kitchen Exhaust)

This inspection is to ensure there is no build up of fat onto canopy filters or in the fat collection channels surrounding the canopy. This inspection becomes critical since many building fires start in the kitchen.

This inspection should ideally be carried out by kitchen staff as part of their standard Health and Hygiene checks. This inspection is required to be carried out monthly.  
The inspection includes a check and cleans of the grease arresting filters, check of the hood and exhaust duct for excessive grease build up and clean as necessary. Check that the grease arresting filters are secure in position and free of damage, and that there is no excessive build up of fat in the collection trays or ducts surrounding the canopy.  
 
Freezer/Cool Room Door and Bell

This inspection is to ensure a person can escape from an enclosed walk-in freezer or cool room

The inspection is normally carried out quarterly and at the same time as the exit door checks.

The inspection includes a check for correct operation of the bell, light or warning device (if fitted), and that the door can be freely opened from the inside even when padlocks can be fitted on the outside.

Fire Indices

Fire Indices provide a means of assessing building materials like carpet and curtains for their tendencies to ignite or propagate flame, the level of heat they release when ignition has occurred and their tendencies to release smoke.

The Annual Inspection is required to confirm that during the past 12 months, no fire hazardous materials have been introduced into the building. Provided commercial grade carpets .i.e., those suitable for an office or commercial environment have been utilised, then the Fire Indices test will have been satisfied. It is not necessary to investigate the numerical value of the indices from the supplier. 

Highly flammable linings made from nylon or the storing of large amounts of polystyrene should be avoided.
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