EMERGENCIES

I FIRE PREVENTION AND EMERGENCY EVACUATION PLAN

Scope:

This Fire Prevention and Emergency Evacuation Plan will cover fire prevention procedures,
housekeeping and maintenance controls, and training.

v Fire Prevention Plan:

The purpose of this Fire Prevention Plan is to prevent injuries and fatalities. Additionally, it is to
protect the company from property damage due to a fire or smoke.

Fire Prevention:

The priority of this company is to prevent fires before they start. This can be achieved by identifying
potential fire hazards, through proper handling and storage procedures, by controlling potential
ignition sources, and having set-up the proper fire fighting systems and equipment.

Potential Fire Hazards:

a. Combustible materials will be kept in separate storage areas from flammable materials.
Combustible materials will be protected by a welding blanket, shield, or 25 foot distance from
any open flame operation. Combustibles will also be kept a safe distance from all ignition
sources. Combustible materials will be stored in neat stacks and clear of aisles and
passageways,

b. Flammable and combustible liguids will be stored in approved containers that are properly
labeled. Flammable and combustible liquids will be stored in approved cabinets when not in
use. 'When in use, flammable and combustible liquids will be used in a manner that prevents
spills. Whenever feasible, substitute flammable liquids for a non-flammable material that is
non-toxic.

¢.  Electrical fixtures, panels, boxes, outlets and cords should be wired to all applicable codes to
prevent fire or explosion. Avoid the use of extension cords whenever possible. Fix any
exposed or frayed wiring. Do not overload outlets or electrical systems. Label all outlets and
electrical panels for voltage. Replace any Feoccurring popping circuit breaker and/or smokihg
outlet. . .

d. Smoking should be done in designated areas only.

.Proper Handling and Storage:
a. Use and store all chemicals in accordance with the Material Safety Data Sheets. -

b. Store separately all incompatible chemicals that may cause a fire to start or spread. An
example would be an oxygen cylinder next to acetylene. . :

c. Store all flammable and combustible liquids in approved cabinets. Not more than 120 gallons
of Class 1, Class 11, or Class II1A liquids may be stored in a cabinet. Of this total, not more
than 60 gallons may be stored of Class I or Class 11 liquids,




Storage inside buildings must comply with the following conditions: The flammable or
combustible liguids/gasses must not obstruct any egress. Flammable or combustible liquids
must have lids kept tightly closed when not in use to avoid fumes or vapors. Remove only as
much as needed for operation and replace lid. If a flammable or combustible storage facility
is used, it will be a one-story building containing only flammable or combustible liquids. The
building will have 2-hour fire rated exterior walls having no openings within 10 feet of such
wall. (These can be superceded by any Federal, State or local regulation.) Ventilation inside a
storage room will have a mechanical fan installed to all Federal, State and local regulations.

Controlling Ignition Sources:

a.

Static electricity will be controlled by grounding and bonding all equipment that transfers or
transports flammable liquids or any other potentially explosive chemical.

Open flames, such as from welding and cutting torches, welding units, heaters, or matches,
should be kept from all flammable liquids or gasses. '

Motors, switches, and circuit breakers, etc., should be eliminated where flammable liquids or
gasses are handled or stored.

Only non-sparking tools should be used where flammable liguids or gasses may be present.

Fire Fighting Systems and Equipment:

a,

C.

N\

Portable fire extinguishers should be used for small fires only. Fire extinguishers will be
conspicuously located and marked with arrows to clearly identify location, especially when
material may block view of location. Open access will always be kept to fire extinguishers and -
fire fighting equipment. Persons using a fire extinguisher should be trained and use the
proper type of extinguisher for the type of fire. All fire extinguishers will be clearly marked
for type and clearly identified by a sign when two different extinguishers are located together.
Fire extinguishers will be located next to egress, near flammable operations, and where all
other Federal, State and local law requires. There are four general classifications of fires
depending on the materials involved. The fire extinguisher that will be used will be rated for
the materials involved in the fire.

1) Class A fires have materials such as wood, paper, rags/cloth which produce embers,
“ash and char. : :

2) Class B fires have materials such as flammable gasses and liquids or grease, which often
create vapors or fumes that will combust. : '

3) Class C fires have live electrical equipment/lines or materials near electrically powered
equipment. :

4) Class D fires have combustible metals like sodium, potassium, or magnesium.

Fire extinguishers must be serviced annually and inspected monthly. Additionally, al} fire
extinguishers must be maintained fully charged. In the event a fire extinguisher is used, a.
back-up fire extinguisher will be put in place while service is completed.

Fire sprinkler system must be maintained and tested in accordance with Federal, State and
local regulations. Notify the Fire Department upon activation.

The Superinlendent/ForemanISupervisor/Manager will maintain equipment and systems that
prevent and control ignitions or fires.



Housekeeping and Maintenance Controls:

Housekeeping and maintenance practices are essential in preventing fires and furthering the spread of
fires. The housekeeping and maintenance controls that will be an essential part of the Fire Prevention
Plan are storage of flammable and combustible waste, maintenance of aisles, stairways and exits, and
posting evacuation maps.

Flammable Storage Waste:

a. Maintain all flammable materials in approved containers and approved cabinets. Do not
exceed maximum quantities.

b. Label all flammable materials clearly.
¢. Store away from ignition sources.
Combustible Storage Waste:
a. Maintain all debris, scraps and trash in proper disposal containers.

b. Maintain all combustible waste neatly and away from ignition sources.

Maintenance of Aisles, Stairways, and Exits:
a. Keep aisles free of clutter or debris that may cause a trip hazard.
b. Do not block aisles, passageways or exits.
c.  Keep all exits unlocked during work hours.
d. Clearly mark exits with signs.
e. Light all stairways, aisles and exits that would not have proper illumination in a fire.
f.  Maintain all fire fighting equipment and systems. .

g The Superintendent/Foreman/Supervisor/Manager will maintain the accumulation of
flammable and combustible waste.

h. Regular inspections will be performed for. fire hazards by the Fire Captain.
Post Evacuation Map:

a. Post a diagram showing exits, fire extinguishers, emergency shut-offs, flammable and
combustible storage, and staging area in areas where every person.on site will see it.

Training:

All employees are trained on the fire hazards of the job and emergency evacuation. This is done on an
annual basis and during orientation upon hire. Training is an essential way to avoid a fire, and in the
event of a fire, avoid an injury or fatality. Training includes but is not limited to the following topics -
‘fire hazards and fire prevention, use of fire extinguisher, evacuation routes, fire evacuation, fire drills
and fire emergency procedures.



Emergency Evacuation: i

In the event of a fire, the person who discovers the fire will immediately notify all persons on site by
pulling an alarm, use of the public address system, or oral communication. A Supervisor or Fire
Captain, when available, will dial 911 and the public address system will be used to evacuate the site.
When the alarm is heard or a notice to evacuate has been communicated, all persons will exit the
building by using the closest and safest exit route and continue on to meet at the staging area for roll

call.

Fight Fire Only If:

b.

e.

f.

911 has been called and the Fire Department has been notified.
The fire is small and confined.
You have a way out that is not threatened by the fire.

You have the training, the right type and size extinguisher, and the extinguisher is-in good
working order. '

There are no explosive materials near the fire.

You have another person in the vicinity observing or fighting the fire.

When an Alarm Sounds:

a,

Evacuate the building or area through the safest exit. Do not use elevators. Leave persona)
effects behind. Close doors, windows and gas valves in your area as you exit.

Leave the building and go to the staging area for roll call and get assignments to help direct
Emergency Services.

Report all information to the Fire Captain.

Do not re-enter building until instructed to do so by a Supervisor, Fire Captain or
Emergency Services. '

Fire Captain Duties:

a.

b.

Call 911 or designate a person to call 911.

Take roll and account for all persons on site or assigned to you.

-Help with evacuation process incluaing disabled persons.

Use a fire extinguisher when appropriate.

Direct Emergency Services to location of fire or hazard.
Direct Emergency Services as to conditions, locations and hazards of the facility.

Direct personnel on site to help Emergency Services.



IL.

EARTHQUAKE

Earthquakes occur without warning. The greatest danger comes from falling objects, whether inside a
building or outdoors.

INDOORS:

1.

3.

MOVE AWAY from windows, glass partitions, shelves, cabinets, products, electrical panels,
and battery charging area.

TAKE SHELTER under a desk .or table or brace yourself in an interior doorway until the .
shaking stops.

REMAIN INDOORS if possible, unless otherwise instructed. Proceed with caution.

OQUTDOORS:

1.

MOVE AWAY form buildings, overhead wires, and poles if possible.

2. TAKE COVER in a doorway or other shelter if unable to reach a clear area.

FOLLOWING AN EARTHQUAKE:

1.

2.

USE flashlights to check for injuries and trapped persons.

RENDRER first aid as needed. Do not move an injured person, unless necessary for
safety.

CHECK for fires and fire hazards, especially damaged electrical wiring aﬁd gas leaks.
CHECK building for damage and move to a safe area, if necessary.

DO NOT use telephones for outside calls except for genuine emergencies.

-PREPARE for aftershocks.

Fire Captain shall be responsible for proper shut down of all computer systems and high

voltage lines.

Fire Captain should do roll call after evacuation and should carry First Aid Emergency
Kit to the assembly point. All employees must remain in the assembly area until
instructed to either re-enter the building or to go home.



¢
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MEDICAL

In the event of a major emergency that is a life-threatening situation (e.g., difficulty in breathing,
unconsciousness, severe chest pain, burns, and shock) requiring that normal operations be disrupted,
the following procedures must be followed:

IVv.

CALL THE PARAMEDICS OR FIRE DEPARTMENT

DIAL 911

1. Give your location, work area and how to get to the victim.

2. Describe the victim’s condition as accurately as you can: burned, bleeding, broken bones,
elc.

3. Remain on the line if the emergency agency has further questions or instructions on what
to do until help arrives. ’

4. NOTIFY Receptionist immediately that an emergency exists and that a call has been
placed for assistance.

5. NOTIFY your Supervisor(s).

6. DO NOT move the victim unless there is a danger of further injury if not moved.

7. CONTACT any available person trained in CPR or first aid, pending the arrival of
professional help.

8. KEEP the victim warm by covering with a coat or blanket until help arrives.

9. ASSIGN someone to meet the responding agency and direct them to the victim.

POWER FAILURE

1. If your work area loses power, lighting and electrical outlets will be affected.

2. It is seldom necessary for occupants to evacuate a building unless there is a prolonged
power outage.

3. Remain in your. immediate area until the expected duration of the outage can be
determined and you receive further instructions.

4. If you are asked to leave the building, go directly to the nearest exit.

5. Keep.Nlashlights on hand in various areas for power outages.

6. Larger installations should provide emergency battery-operated lighting in strategic
areas, such as hallways, computer rooms, and telephone rooms.

7. Data processing departments with computers should have Uninterrupted Power Source

'(UPS) systems available.



V.

BOMB THREATS

Compared with other facility emergencies, the covert and criminé] nature of terrorism, including
bombing incidents, bomb threats, and the taking of hostages, is a highly complex problem for
management and emergency service personnel.

4 The persons chiefly responsible for the security of your building are you and your fellow employees. It

does not matter how carefully the emergency plans for your building are prepared and rehearsed, or
how attentive maintenance personnel are. If you do not observe ordinary safety precautions, a bomb
may be planted in your building or in your work area. You should:

a)
b)
©)
d)
€)
n

Always be alert to people who look or act suspiciously. 4

Always be aware of those items, packages, and parcels that belong in your office,

Be alert to foreign or suspicious items that do not appear to belong where they are observed.
Always report to your Supervisor or to the police if you observe a suspicious person or item.
Be acquainted with your building emergency plan.

Be prepared to take appropriate action if you receive a bomb threat.

1. Telephone Threats

Most threats are made by telephone. If you receive a bomb threat call, remember:

a).
b)
)

d)
€)

Remain calm.

Keep the caller on the line as long as possible.

Attempt to record the conversation verbatim. Follow the “Bomb Threat Call Checklist” at the
end of this section.

Listen closely to the caller’s voice.

Notify your Supervisor immediately.

2. Direction & Control

The Safety Director shall immediately analyze the information given by the caller and will call 911 to
request assistance from the police. Thereafter, the Safety Director will advise employees that a bomb
threat has been made and instruct employees:

a)
b)

a)

To remain calm.
To immediately examine their work area for any “objéct” that does not belong.

If an object is located, DO NOT TOUCH, JAR, MOVE, OR PICK UP ANY SUSPICIOUS
OBJECT! ' ' '

- After the prelimiﬁary work area search, the Safety Director will make the immediate decision

as to whether employees should evacuate the premises based upon the facility search and
information obtained from the police agencies. .

Do not evacuate the premises unless instructed to do so. The bomb may be concealed along
your evacuation route or outside the premises. Evacuation may deprive you of the protection

- afforded by the structure itself,



3. EMERGENCY EVACUATION

1f the employees are advised to evacuate, the Safety Director will instruct them to shut down all
computers and electrical equipment within their immediate work area. 1If time permits, precious
metals, sensitive tools, instruments, original drawings and blueprints, and vital records should be
placed in locked storage.

The receptionist shall take any employee log and guest logs to the evacuation assembly point. All
employees shall proceed with emergency evacuation procedures.

The Safety Director will ensure that all electrical and gas mains are shutoff prior to vacating the
premises.

a) Diagrams to show where to turn off the utilities shall be posted with the emergency evacuation
procedures.

b) All employees must remain within the evacuation area until instructed “to leave or return to
their work place.” '

¢) All employees shall cooperate with the police, emergency bomb squads, or FBI at all times.
- Instructions from individuals within these agencies take precedence over these policies and
procedures.

d) The Safety Director will ensure that all non-English-speaking employees understand warning
signals and know where and how to evacuate the workplace.



EMERGENCY PROCEDURES

DEPARTMENT OR AREA:

FIRE OR EXPLOSION:

Notify

Use of Fire Extinguishers

Evacuation

Other

EARTHQUAKE:

Notify

Other

EMPLOYEE ILLNESS OR INJURY:

Notify

First Aid

Other

FLOOD OR WATER LINE BREAK:

Notify

Other

CHEMICAL SPILLS:

Chemical Notify Absorbent Dispose of as Hazardous Protective Equipment
OTHER:




TEMERGENCY

POLICE:

AMBULANCE:

FIRE/RESCUE:

HOSPITAL:

PHYSICIAN:

ALTERNATIVE
PHYSICIAN: _

OSHA: _




FBI BOMB THREAT CALL CHECKLIST

QUESTIONS TO ASK EXACT WORDING OF THE THREAT

1. When is bomb going to explode?

2. Where is it right now?

3. What does it look like?

4. What kind of bomb is it?

5. What will cause it to explode?

6. Did you place the bomb?

7. Why?

8. What is your address?

9. What is your name?

Sex of Caller Age Race Length of Call
CALLER’S VOICE:
_ Calm ___Laughing __Lisp __ Disguised
___Angry ___Crying ___Raspy ___Accent
___Excited __ Normal ___Deep ___Familiar
__Slow ____Distinct __ Ragged
___Rapid ___Slurred __ Clearing Throat
__Soft __Nasal ___Deep Breathing’
__Loud ___Stutter __Cracking Voice
BACKGROUND SOUNDS:
___Street noises ___House noises __ Factory Machincry ___Local
___Crockery ___Motor . ___Animal Noises ___Long Distance
___Voices __ Office Machinery __ Clear ___Mobile
___PA System ___Music ___Static ___Booth -
-___Other i
- THREAT LANGUAGE:
_Wéll spoken ___Foul ___Incoherent _Message read by
. (Educated) ___lrrational ___Taped Threat Maker
REMARKS:

Fill out completely, immediately after bomb threat.

Date

Name : Position




