
Office Fire Safety Inspection Checklist
Safety & Compliance

BUILDING / FLOOR DATE

____ / ____ / ________

INSPECTOR

FIRE EXITS & ESCAPE ROUTES

PASS FAIL

All fire exits unobstructed

Exit doors open freely outward

Emergency exit signs illuminated

PASS FAIL

Corridors clear of stored items

Stairwell doors self-closing

Assembly point signs visible

FIRE EXTINGUISHERS

PASS FAIL

Extinguishers in place and accessible

Pressure gauges in green zone

PASS FAIL

Safety pins and seals intact

Service tags current

FIRE ALARM & DETECTION

PASS FAIL

Fire alarm panel showing normal

Smoke detectors unobstructed

PASS FAIL

Manual call points accessible

Weekly alarm test completed this week

ELECTRICAL SAFETY

PASS FAIL

No overloaded power strips / extension leads

No daisy-chained power strips

Electrical panel rooms clear

HOUSEKEEPING

PASS FAIL

No combustibles stored near heat sources

Kitchen appliances switched off after use

PASS FAIL

Waste bins not overflowing

Smoking restricted to designated areas

EVACUATION READINESS

PASS FAIL

Evacuation plan posted on each floor

Fire wardens assigned and trained

Issues found
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Portable heaters approved type only  Pass  Fail  None in use

Fire drill conducted this quarter  Yes  Overdue



Inspector signature

Notes
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