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Details for this guide are taken from BS5839 Pt 1 2002 A2:2008 
 
Drawings, Records and Operating Instructions 
 
The following paper work needs to be handed over on completion: 
 
1. Operating Instructions 

2. Users routine attention instructions  

3. Test procedures and how to carry them out by the user. 

4. Drawings of the positions of the systems components and wiring in particular where access is required during routine 

maintenance. 

5. A Fire Log Book. 

6. Certificates of installation and commissioning. 

 
The user needs to have their attention drawn to the clauses that reflect on the system’s use, in particular those dealing with 
false alarms and the user’s responsibilities. 
 

Formal Handover 
 

This should be agreed between the installer, purchaser and their responsible person if the person is not one and the same. The 
system should be demonstrated and proven to be fully functional and all documentation should have been completed on 
handover. When the system is handed over, even if it does not go into immediate service, the planned routine maintenance 
should be started. Sometimes building work continues in which case wherever possible detectors should be protected against  
damage and dust. 
 

Extensions & Alterations 
 
When an existing system is to be extended or altered, once the work is completed the system should fully comply with the code 
in particular: 
 
1. Any additions must be compatible with the existing system. 
 
2. The standby back up may need to be increased to meet the codes requirements. 
 
3. The records, drawings and operating instructions will need to be updated or completely replaced so that it is a full 

record of the system. 
 

User 
 

The code requires the installer to be responsible for informing the user of the 5 pages of the code that are the user’s 
responsibility, it is therefore very important that you are aware of these recommendations. 
 

The Responsible Person 
 
There is great emphasis in the code on personal and not general responsibility. It recommends that a named person should be 
nominated to supervise the alarm system. That person is known in the code as “The Responsible Person”.  If a person is not 
nominated, the responsible person becomes the person in control of the premises until such time as that person appoints 
another person. 
 
The responsible person must have sufficient authority to enable that person to carry out the duties and procedures that they 
have been made responsible for. 
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The Responsible Persons Job   
 
A summary of the responsible persons functions: 
 
1. With the assistance of the local Fire Brigade, a procedure has to be laid down that is appropriate for the premises and 

for dealing with different types of alarms, warnings or other signals emanating from the alarm system. 
 

2. All those persons who will have to use the system must be instructed in its use. Persons nominated as first aid fire 
fighters need training to understand the systems indications and to the whereabouts of the fire within the building. 
Persons that have responsibility for the safe evacuation of the building need similar training as well. 
 

3. Liaison with workers on the building such as decorators and cleaners is needed so that adverse effects on the alarm 
system are prevented. If the building is alerted, the changes may affect the system and it is that person’s responsibility 
to ensure that the appropriate action is taken. 
 

4. Ensure that the system’s efficiency is not affected by obstructions that prevent the movement of fire products to reach 
the detector, or obstructions obscuring or blocking access to manual call points. 

 
5. All drawings and operating instructions must be maintained. 

 
6. The fire logbook needs to be kept up to date. This includes the recording of all details that affect the alarm.  The 

responsible person’s name needs to be recorded in the logbook prevention of false alarms. 
 

7. Ensuring reinstatement of the system after any work has been carried out on the alarm system. 
 
8. Ensuring that the alarm system is given routine attention at the stipulated Intervals. 

 
9. After any alarm activation, damage or warning the responsible person must ensure that the system is serviced.  
 
10. Keep a suitable stock of spares  (Call Point Glass’s) 
 
For further reference, reading of the code is recommended. The details of the persons job depends on the system installed.  The 
installer must make the person aware of those responsibilities listed above. 
 
The responsible person can delegate the work to other persons within the organisation or a servicing company. It is not usual for 
the responsible person to have all the skills to carry out the above. The person should be encouraged to recognise their 
limitations and appoint a service company to assist. 
 

Servicing 
 

Clause 29 of the code specifies the tests and maintenance, which should be routinely carried out at various intervals being daily, 
weekly, monthly, quarterly, and annually and every 5 years. 
 
Most clauses start by saying that “The Responsible Person” should ensure, which does not mean that person has to do the job 
themselves, but they can delegate the job to suitably trained person’s to ensure the work is carried out. 
 
It is normal for the daily and weekly routines to be carried out by the responsible person. Monthly routines involve standby 
generators, which are easy to carry out. 
 

Special actions or servicing is required after any fire, false alarm or warning. 
 

The responsible person is again used in the code, so there is no reason why they should not delegate the work to the service 
company. 
 

Attention is also needed following any change in the layout of the building, occupancies or any ancillary equipment. 
 

Systems that are not maintained to the code are no longer considered compliant. 
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Attention  
 

Daily 
 
1. Panel indications are normal. 

2. Faults are recorded in the logbook. 

3. Previous faults have been attended too. 

4. Signalling if not monitored is checked. 

 
Weekly   
 

1. One detector, call point or EOL device should be operated and ensured that the panel indicates correctly. Where there 
is less than 13 zones, one should be tested each week, if more than 13 zones apply then two should be tested each 
week. A different call point or detector should be used each week and details recorded in the logbook. If the sounders 
are isolated during the test, they should be tested to prove reinstatement. 

  
2. Where batteries are accessible. A visual check for corrosion should be made. Action should be taken to remedy any 

faults. 
 

3. Standby generator fuel oil or coolants should be checked. 
 

4. Where a printer is fitted the paper and ribbon should be checked to ensure at least two weeks supply remains. 
 
All defects must be recorded in the fire logbook and reported to the responsible person and corrective action taken. 
 

 
Monthly 
 
If a standby generator is used it should be started by a simulated power failure, and allowed to power the alarm for at least one 
hour. 
 
The alarm should be monitored to check for any malfunctions. 
 
After one hour the normal power supply should be reinstated.  The generators battery should then be checked for correct 
function.  Fuel and coolant levels should be topped up where necessary 
 

 
Quarterly (Six monthly if new alarm installed to 2002 A2:2008 standards) 
 
1. Check the logbook and take any necessary action 

 
2. Battery and connections need to be checked to ensure they will last for at least three months until the next service. 
 
3. Check secondary battery specific gravity. 
 
4. Batteries should be replaced after the shelf life stipulated by the manufactures (4 years usually) 
 
5. A detector or call point on each zone should be activated and tested for correct response on the indicator panel. 
 
6. Sounders need to be checked. 
 
7. Signalling if fitted needs to be tested. 
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8. All ancillary functions should be tested if practical. 
 
9. All indicators should be checked by simulated conditions. 

 
10. The panel should be checked for moisture ingress. 
 
11. Check for any changes in the occupancy or use that could affect the systems meeting code. Check that all detectors are 

unobstructed by a clearance of at least 750mm in all directions and below. 
 
12. All call points are unobstructed and conspicuous. 
 
13. Any other checks specified by the manufacturer, installer or supplier. 
 

 
Annual 
 
1. All the checks carried out quarterly. 

2. All detectors checked for operation and correct operation. 

3. All cables should be visually inspected to confirm they are secure and not damaged. They are adequately protected. 

 
Defects should be entered in the fire logbook and reported to the responsible person and suitable action taken. 
 

 
5 Yearly  

 
A wiring check should be carried out to the requirements of the IEE Regulations. Defects should be recorded in the fire logbook 
and the necessary action taken to correct it. 
 

 
Special Servicing   When circumstances require it. 

 
 
After a Fire 
 
As soon as possible after a fire the following needs to be carried out before resuming normal working in the affected area. 
 
1. Ionisation detectors that need replacement must be treated as radioactive material and treated according to 

manufactures recommendations and those of the environmental authorities. 
 
2. All possible detectors that could have been affected must be tested. In the use of smoke detectors, aerosol smoke 

should be used, heat detectors with hot air or gas. Non-re-settable heat detectors need only visual inspection. 
 

3. All sounders should be tested. 
 
4. All components within the area that could be affected must be checked such as power supplies. Control equipment and 

connections. 
 
5. All defects to be recorded in the fire logbook and corrective action taken. 
 
6. The Maintaining Company to be informed and to carry out a check on the whole system. 
 
7. The battery charger and batteries to be checked. 
 
8. Maintaining Company to check any damage that may be hidden such as cables in walls etc: 
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9. If the system did not detect the fire the reason needs to be investigated and consideration given to modifications being 

made. 
 

A test certificate should be made out after completion and given to the responsible person. 
 
If changes have been made to the system, all records should be updated. 
 
 

After a False Alarm 
 
All alarm activations should be treated as actual fire alarms until it is proven otherwise. When a false alarm is found to be the 
case the responsible person shall carry out the following actions immediately: 
 
1. If it is possible, identify the detector or call point before resetting the system. 

 
2. Where possible try and establish the reason for the false alarm. 
 
3. Make notes of any activities in the area of operation if the cause is not found. 

 
4. Record details in the Fire Logbook and inform the maintenance company. 
 
Where it is found that a single detector or group of detectors gives repeated false alarms, the maintenance company should be 
asked to investigate. False alarms per detector must not exceed one activation every two years. Higher rates should result in a 
special investigation’s. 

 
Action Following a Fault 
 
However a fault is discovered the following actions should be taken: 
 
1. Determine the area of the fault and is special action is required such as Fire patrols. 
 
2. If possible determine the reason for the fault. 

 
3. If the reason cannot be determined then a note of the activities in the area prior to the activation needs to be made. 

 
4. Record details in the Fire Logbook. 

 
5. Notify Maintenance Company to arrange repairs. 
 
 
 
 

Please Call Fire Crest if any queries or concerns arise at any time. 
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Signs to be fitted under the Signs and Signals regulations. 
 

A choice of one of these to be placed next to each break glass call point 
 
 
 
 
 
 
 
 
 
 
 
 

The above signs and a choice of commonly used Health and Safety signs are kept on our 

engineers van stock or can be obtained by calling 0800 092 40 21. 


