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PURPOSE
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The purpose of this procedure is to provide information to staff and customers on what to do in case of a fire.  Panic leads to most tragedies and is the result of not knowing what to do.  You will greatly increase your chances of survival if you have an escape plan and are familiar with emergency procedures.

KNOWLEDGE ABOUT FIRES
Staff must know enough about fires and priorities for action to perform correctly in a fire emergency.  Learning about fire and priorities must occur before the knowledge is needed.
TIME is the most important factor in a fire.  Any delay in evacuation increases the danger.  In case of a fire, employees should “RACE”:

Rescue
The ABSOLUTE FIRST PRIORITY in a fire emergency is to evacuate all customers and employees.  NO attempt should be made to fight a fire except to rescue someone or to escape.  Bring everyone to a place of safety.  Attend to the immediate needs of the customers.  Once everyone is out, DO NOT RE-ENTER THE BUILDING.
Alert
Alert all people in the building of the emergency.  If a fire alarm is available, activate it.  If time permits, call 911.

Contain
Closing doors on the way out will help prevent the fire from spreading and contain smoke.

Extinguish
If a person's clothes or hair is on fire, STOP them from running, DROP them to the floor, and ROLL the person or smother the fire by covering with a shirt or other available material.
If the fire is in a container (wastebasket), and there is a cover within reach, cover the container and proceed with the evacuation procedures.
If the fire is small and isolated, use a fire extinguisher to put the fire out.  In most cases a Fire Extinguisher should be used only to rescue someone or to fight your way to an exit.

To use the fire extinguisher “PASS”:

Pull
Hold the extinguisher firmly upright.  Pull the ring pin on the handle.
Aim
Aim the extinguisher nozzle at the base of the fire and squeeze the handles.  Stand 6-8 feet from the fire-NO CLOSER!

Squeeze
Squeeze the handle to release the extinguishing agent.
Sweep
Sweep slowly in a side to side motion and move forward as flame subsides.
Fire Extinguishers do not last very long,  ONLY 8 TO 10 SECONDS.

Fires can re-ignite!  Get out quickly!

· Fire extinguishers shall be visually inspected monthly by facility “safety checklist” system.  They shall be tested and inspected annually by a service contractor.

· The service contractor shall be available to teach the proper use of fire equipment.

· Records of these inspections shall be maintained.

· A sufficient number of fire extinguishers shall be maintained in working order in every building.

WHAT TO DO IF YOU CANNOT GET OUT
The most common cause of injury and death in a fire is smoke inhalation.  KEEP LOW! If you cannot get out of the room because the smoke is thick or the doorknob is hot to the touch, DO NOT PANIC.  You can stay in the room and survive a fire.

· Close the room door.  Stuff clothes or other material under the door to stop smoke.

· Open a window for air (You may have to break it).

· Exit through the window if possible.  If not, hang something from the window.

· Stay close to the floor to avoid smoke.

· Make noise to let people outside know that you are there.

ONCE YOU ARE OUT, STAY OUT!  NEVER ATTEMPT TO GO IN AFTER SOMEONE WHO IS TRAPPED.  INSTEAD, INFORM THE FIRE DEPARTMENT AS SOON AS THEY ARRIVE.  TELL THEM HOW MANY PEOPLE ARE MISSING AND WHERE THEY WERE LAST SEEN. 

EVACUATION ROUTES AND EXITS
The plan for evacuation of each building must consider the physical layout of the building and establish a primary and alternate exit.

Primary exits are paths to the nearest exterior door without passing through smoke barriers, sliding doors, or storage rooms.

Alternate exits are paths to the other doors or windows if the Primary route is blocked.

EVACUATION ROUTE DIAGRAMS ARE ATTACHED FOR EACH [BUSINESS NAME] BUILDING.
FIRE DRILLS
Fire drills will be conducted for each [BUSINESS NAME] building or complex as described below. The purpose of Fire Drills is for staff to practice what they would do to evacuate everyone in the event of a real fire emergency.  All staff who work in the building must participate in enough fire drills to be efficient and well practiced in using the building's evacuation plan.  Results of each fire drill must be reported to the Safety Committee by means of the original (or copy of) the Fire Drill Evaluation and Recommendations Form attached or a similar for if one is already in place. Signal for a fire drill will be one long blast.
Building/Complex
Minimum Frequency
[BUSINESS LOCATION]

Annually
[BUSINESS LOCATION]

Annually
REVIEW RESPONSIBILITY

Annual review by Safety Committee
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