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A building handed over without training is a building whose systems will be overridden within a month. This is the record that the client's people were shown how each
system works — normal operation, what the alarms mean, how to isolate and reset — by someone who knows, and that they signed to say so. The Building Regulations
2010 require the owner to be given the information to run the services efficiently (Approved Document L, Approved Document F); the Regulatory Reform (Fire Safety)
Order 2005 makes the occupier answerable for the fire arrangements, so the fire panel session is not optional. One sheet per session; the seasonal follow-up is a
session too.

1   THE SESSION

PROJECT REF BUILDING / SITE DATE SESSION NO. ARRANGED BY

WHERE DURATION SESSION TYPE RECORDED?

2   SYSTEMS DEMONSTRATED — ONE LINE EACH

SYSTEM DEMONSTRATED BY WHAT WAS SHOWN O&M SEC. FOLLOW-UP

3   ATTENDEES — I WAS SHOWN THE SYSTEMS ABOVE AND KNOW WHERE TO FIND THE INSTRUCTIONS

NAME (PRINT) ROLE ORGANISATION SIGNATURE

4   FOLLOW-UP

Seasonal commissioning demonstration to follow (date below)

Refresher requested (date below)

Written instructions left at the panel / plant room

Building user guide (KD-HO-BU-004) walked through

NEXT SESSION ACTIONS ARISING
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5   SIGNATURES

Demonstrated by (contractor / specialist):
PRINTED NAME ROLE COMPANY SIGNATURE DATE TIME

Client's representative:
PRINTED NAME ROLE COMPANY SIGNATURE DATE TIME

R   REVISION HISTORY

Every revision of this document, and every review that found nothing to change. The revision on the front of this sheet is the one you are holding — check
kubitdocs.com for the current one before use.

Rev Date Class What changed Authorised by

D0 2026-09-02 first-issue First issue. — not yet approved —

A0 2026-09-02 review Approved for issue by the author. Content unchanged from the reviewed draft; the draft status strip is
removed. No independent third-party review has been carried out.

Author — director, UK
principal contractor, SMSTS.
Not an independent review.

Class: first-issue · material (the law, a control, a field or the scope changed — past buyers are notified) · editorial (wording or layout only) · review (checked, nothing
changed) · withdrawal. Revision prefix D = draft, not approved and not for sale; A = approved for issue by the person named, on the date shown.
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