Fire Safety

The purpose of the fire safety program is to prevent fires, save lives, and reduce losses through education and training.   The following information is a fire safety guide to help employees create a fire free working environment.

Types of Fire Extinguishers

· Type A – used on ordinary combustibles such as wood, cloth, paper, rubber and many plastics

· Type B – used on flammable liquids, such as gasoline, oil, grease, tar, oil-based paint, lacquer, and flammable gas

· Type C – used on energized electrical equipment, including wiring, fuse boxes, circuit breakers, machinery and appliances

· Type D – used on combustible metals such as magnesium and potassium

The portable fire extinguisher is a “first aid” device and is very effective when used while the fire is small.  The use of the proper fire extinguisher by a person who is well trained can save both lives and property.  Fire extinguishers shall be installed in workplaces regardless of other firefighting measures.

Most fire extinguishers installed in public buildings are classified as ABC which can be used on the three more common types of fires.  Note that most extinguishers are limited and most small extinguishers will discharge their contents within 8 – 15 seconds.
All Employees Should
· know where the fire alarm boxes are in the work area.  They should be well marked and easy to access.

· know where the exit routes are in your work area.  The lighted exits signs will help guide employees in heavy smoke or if the lights are out.  Each work area should have a fire exit diagram posted near the installed fire extinguisher.

· know where the extinguishers are located.  The extinguishers must be mounted in a designated location, well marked and easy to access.

· know the procedures to follow in the event of a fire.  What steps to follow, where to assemble and how to use a fire extinguisher if needed.

· perform hands-on fire extinguisher 

Procedures for Fire Emergency
· Immediately pull the handle on the nearest fire box and/or call 911.

· If the fire is small, heavy smoke is not present and you have an exit available to you for evacuation purposes, you can use the nearest appropriate extinguisher following the P-A-S-S procedure.  Otherwise leave the area by the nearest exit and proceed to the designated assembly area.

· Do not use an elevator; use the stairs to change floors.  

· If the fire is large or the area is filled with heavy smoke, pull the handle on the nearest fire box, evacuate the building and call 911 from a safe area or the designated assembly area.

Fire Extinguisher Use

Although extinguishers can vary in size, color and type of extinguishing agent, all devices operate basically the same way.  If the fire is small and heavy smoke is not present and you have an exit available for evacuation, grab the nearest appropriate extinguisher and operate following the P-A-S-S procedure.

P – PULL the pin located in the extinguisher’s handle

A – AIM the nozzle, horn or hose at the base of the fire

S – SQUEEZE or press the handle

S – SWEEP from side to side at the base of the fire until it is out

Used or exhausted fire extinguishers must be reported to building maintenance immediate.
Fire Evacuation Plan
Each office should design a fire escape floor plan and display the plan in an area which is accessible to office personnel and visitors.   The floor plan should show each work area’s primary and alternate escape route as well as location(s) of fire extinguishers and fire box(es).  The escape plan should be reviewed periodically to ensure escape routes are still valid and that each person knows how to evacuation the building and where to assemble.
Each office should determine an emergency evacuation assembly area and appoint a primary and alternate person who will account for every person in the office at the time the evacuation began.  The assembly area should be located so that personnel are removed from the fire hazard yet accessible to everyone.  The assembly area should also be in a location which will not interfere with emergency personnel; fire and police.

Emergency Evacuation Guidelines
· At the sound of an appropriate fire alarm, or if instructed to evacuate, leave the work area, proceed to the nearest exit, and leave the building immediately.

· Exit the building in a calm, relaxed fashion and proceed to the designated emergency evacuation assembly area.  Keep roadways and sidewalks clear for emergency personnel.

· If you are first to recognize an emergency situation, activate the alarm, evacuate to exit to the designated assembly area.

· When evacuating do not use elevators.  In emergency situations, elevators may stop on floors with hazards such as fire or smoke.  Use the stairs.
· Provide assistance to any physically impaired individual as necessary.  If the person is not able to exit assist them to the nearest secure area, such as a stairwell and immediately inform emergency personnel of the individual’s location.

· If you have time and are not compromising your own safety, ensure the work environment is left in a safe condition before leaving the area.  Report any hazardous conditions to responding emergency services.

· Account for all office personnel and visitors and report to emergency services personnel if someone can not be accounted for.

· Do not return to the building until directed by emergency services personnel.

