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Dear Business Owner/Manager:

Your Fire Department is initiating a Self-Inspection Program for business owners. The program is designed for the business that has a low-hazard potential for fire and life safety concerns. The primary businesses that can use this program are office buildings, retail stores, markets, small restaurants, professional & service businesses (banks, dentists, etc.), and the like.

The program will allow these “low-hazard” businesses to be inspected by YOU, the owner or manager, on an annual basis. We hope that by allowing you to identify and eliminate common fire hazards, you will be encouraged to maintain a fire safe environment for your business without annual visits from the fire department.

In order to make the self-inspection program successful, we need your assistance! By following the instructions found inside this brochure and using the enclosed self-inspection worksheet, you will be able to conduct a fire safety inspection of your business at your convenience. As always, if you have any questions or need assistance conducting your safety inspection, we are simply a phone call away.

Thank you for your participation. With your support and cooperation we can make our community a safer one to live and work in!

Is your business safe?

This self-inspection program provides YOU, the business owner/manager, a greater degree of involvement in making your place of business a safer one.

INSTRUCTIONS
We have created an easy-to-use inspection form, and simple instructions on how to use it, to conduct your safety inspection. All we ask is that you complete, sign and return it within 30 days of receiving it.

A. 
Fill out the occupancy information at the top of the form.

B.
Walk around your business and answer all of the questions.
C.
If the answer to all applicable questions is “Yes”, you are done. Just sign and return the form
D.
If you mark any of the items “NO” please be sure to correct them within 30 days then sign and return the form.

E.
Make sure to keep a copy for you and your insurance company’s records.

The following information is a guide to help you complete the inspection form. The item number coincides with the number on your worksheet.

(Note: The numbers are not in numerical order. This is for data entry purposes and only and not an error)
ACCESS
1) The fire lane is that portion of your driveway/parking lot that has been identified as the emergency access for fire apparatus. It is likely posted with no parking signs and/or red curbs. Nothing should be staged or stored there…including vehicles.
2) The signs should all be in place and legible. The red curb paint has not faded substantially. The letters are white, legible and at least 3” tall.

3) Address and suite numbers need to be plainly visible from the street. Rear doors of suites are to be marked with a suite number/letter. Numbers/letters are to contrast with their background and be at least 6” tall.

EXITING
5) Access to exit doors (aisles) need to be unobstructed at all times. This includes items such as file cabinets, furniture or any other material. Aisle widths shall be 44” when merchandise is located on both sides of the aisle and 36” wide when items are displayed only on one side of the aisle. In storage areas the aisle can be 24” wide. 

Nothing is to be stored on the stairs or stair landings.
6) Exit doors must open from the inside without the use of a key, or other special knowledge or effort. Exit doors cannot be chained, locked, bolted, barred, latched, or rendered unusable in any way. 
7) Key locking hardware may be used on the main exit if there is a readily visible and durable sign on, or over, the door stating “THIS DOOR TO REMAIN UNLOCKED DURING NORMAL BUSINESS HOURS”. 
Letters are no less than 1” high on a contrasting background.

10) Panic hardware requires no more action than pushing from the direction of egress. Doors so equipped are not to have any other type of locking device. If another lock is present, the sign mentioned in item #7 is required. 

11) There should not be any items stored under the stairway that is combustible. A sign should be posted under the stairs reminding staff not to use the area for storage. Non-combustible items such as file cabinets are approved.
12) If your business is required to have more than 1 exit (an occupant load of >49), illuminated exit signs are required above all required exits. Non-illuminated signs are approved in existing buildings where wiring does not already exist. Illuminated signs have a test button on them that, when pushed and held, momentarily turn the light off and back on. If the light does not come back on while holding the button, the sign is not working properly and is in need of maintenance. Emergency lighting works the same way and can be attached to the exit sign and/or mounted separately in various locations in the building. They need to be tested in the same manner and should light when the test button is pushed. 
FIRE EXTINGUISHERS

13) A minimum of 1 portable fire extinguisher is required in all businesses. Every approved fire extinguisher is given a classification/rating that determines what type of fire, and how much of that type of fire it is capable of extinguishing when used properly. That rating can be found on the label. The minimum rating is 2A10BC. A higher rating, i.e. 4A40BC, is okay but not a lower one. Look for the following on your fire extinguisher;

a) The extinguisher has a tag/decal attached to it with a punched date less than 1 year old.
b) The pin preventing the handle from being squeezed is in place and the plastic pin-keeper is not broken.

c) The pressure gauge needle is in the green.   
If the answer to any of the above 3 items is no, the extinguisher is in need of service

14) Fire extinguishers must be within 75’ of anywhere in the building and mounted on a wall or post. The height from the floor is not to exceed 5’ to the top and no less than 4” to the bottom of the extinguisher. A minimum of 1 extinguisher for every 3000 square feet of area is required.

15) Nothing is to be stored or placed in front of the extinguisher that could restrict or delay access to it. Remove anything that could create this problem.

16) Extinguishers need to be in plain view from aisles and paths of egress. If anything blocks their view from a direct line of sight, a sign will need to be placed above it at an elevation that can be seen above the obstruction. 
FIRE PROTECTION EQUIPMENT
(Note: It is generally the building owner’s responsibility to maintain the fire sprinkler system)

17) If your building is equipped with a fire sprinkler system, it can be considered operational if the following is correct;

a) The water supply on
b) There are no obvious leaks in the system

18) Fire hydrants and Fire Department Connections (FDC) need to be accessible at all times. If your building is equipped with a fire sprinkler system, it has an FDC. This appliance may be attached to the building or be at some remote location near the building. (Hydrants and FDC’s are to be unobstructed at all times. Vegetation within 3’ of either is not to be more than 6” high. The connections on the FDC are to be covered)
20) Check for the following. 
a) Sprinkler heads have not been painted or damaged

b) None are missing. 

(The only paint permitted on a sprinkler is that which was done by the manufacturer)
21) Every fire sprinkler system has a “riser”. The riser is the main pipe that feeds the system. It could be located inside the building against an exterior wall, outside against a wall or in a “Fire Control Room” with an exterior door. 
It should have a tag or sticker on it indicating the last time it was serviced. The date on the tag needs to be less than 5 years old. If there is no tag or the date is more than 5 years old the system needs to be serviced.
23) In the vicinity of the riser (if indoors) there should be a red metal box, likely mounted on a wall, containing spare sprinkler heads and a wrench.
24) If your business has a kitchen equipped with a hood system over the cooking area, the hood will likely have an extinguishing system built into it. This system needs to be serviced every 6 months. The tag is usually hanging on the pull handle which is generally on a wall near a kitchen exit. The date on the tag needs to be less than 6 months old. 
25) Look up into the hood and check for excessive grease buildup on and around the filters. If grease or dripping oil is seen, cleaning should be performed immediately. This can be a very volatile situation.
FIRE ALARM SYSTEMS

26) If your building/suite is equipped with a fire alarm system, the control panel should have a tag on it indicating it has been tested within the last year.

FIRE SEPERATIONS
30) If there is an attic access within your suite or business, verify the opening is covered/closed. Check for missing or damaged ceiling tiles that make any portion of the attic visible from the floor.
ELECTRICAL
31) The only permissible extension cord used in a permanent application is a circuit-protected power strip. A power strip plugged into a another power strip (in series) is not permitted.
(Consumer grade cords and multi-taps are not permissible in any application)
32) Computers, coffee makers and microwave ovens are examples of “fixed and stationary” appliances commonly found plugged into extension cords. They, and any other fixed item, are to be plugged directly into a wall outlet or the power strip described above.
33) Look for any electrical outlet, light switch, junction box, electrical panel or any other exposed electrical wiring that should be covered.
 35) The floor area in front of any electrical panel is to be maintained free of anything. OSHA and possibly your insurance company require the floor be permanently marked with paint indicating a “Keep Clear” zone.
36) Electrical wiring should be free of any damage with no indication of cracked, broken or missing insulation. Wiring is not under a walking surface such a carpet nor is it hung on the wall, draped over a door or hanging from/thru the ceiling. 
HAZARDOUS MATERIALS
37) UL Listed flammable liquid storage cabinets are designed to contain spilled liquids and protect them from ignition sources. Most have automatic closing doors. If you store more than 10 gallons of a flammable liquid indoors, it needs to be in one of these cabinets. LPG (Propane) can never be stored indoors.
38) The 10 gallons mentioned above is for maintenance purposes only. All others have to be stored outside the building.

39) Flammable liquids that are allowed to be stored indoors, even in approved cabinets, are not to be located in the area of egress.
41) If your business is required to file a hazardous material inventory statement (HMIS) and a management plan (HMMP), by Solano County Department of Environmental Health, it has been done and is updated annually.

42) Compressed gas cylinders in use and in storage are required to be restrained to prevent falling or being knocked over. A common restraint system includes a chain that will keep cylinders corralled and upright. When not in use, cylinder caps are to be in place.
STORAGE, HOUSKEEPING
43) Poor housekeeping can be a real hindrance in an emergency situation. The fire code says “orderly” is the goal.
44) These equipment rooms are not commonly occupied by employees and can easily become convenient places for storage. They usually house equipment that has an open flame and generate a considerable amount of heat. For this reason the storage of combustible material in equipment rooms is not permitted. 
45) If your building is equipped with a fire sprinkler system its ability to do its job, if needed, will be seriously compromised if the sprinkler is obstructed in any way. For this reason stacked or shelved goods shall be a minimum of 18” below the lowest part of the sprinkler and 24” below the ceiling.
46) This requirement is especially important if the rag, paint brush, paint roller or any other combustible material has been used with an organic material like linseed oil. The purpose is to limit the possibility of spontaneous combustion. 
48) Limiting the quantity of combustible waste in your building can help in preventing fires. Waste should be removed to an approved container (dumpster/tote) outside the building regularly. 

49) Be sure the outside waste container is not placed against the building or under the building’s eve.

50) Combustible landscaping against the building is not a good idea. Evergreen type plants and trees drop a lot of highly combustible needles and leaves.  Make every effort to limit this type of vegetation to at least 30’ from the building. If it already exists, keep the area around the building clean & be sure to include the roof and rain gutters. 
MISCELLANEOUS
51) The occupant load is the number of people that your building/suite can legally hold. It’s based on the type of business and the square footage. If your business is one where people gather to dine, drink, be entertained, worship or any other “assembly” type occupancy, a sturdy occupant load sign is required to be posted in the assembly room near the main entrance. If this sign is not already posted, please contact the fire department for assistance. 
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