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SMSA Express Transportation LLC
P.O. Box 36670, Dubai, UAE



The premise is equipped with smoke and heat detectors, fire hoses, and fire extinguishers.

Upon hearing the continuous sound of the alarm, all SMSA staff must cooperate with the appointed Fire Marshalls and exit the premises in an orderly manner using the nearest fire exit points without delay – regardless of their position within the organization.


CHIEF FIRE WARDEN RESPONSIBILITIES

It is the responsibility of the Chief Fire Warden to inform the local Civil Defense Fire & Rescue Brigade to liaise and coordinate with the designated Fire Marshalls at the designated Assembly Point, to ensure the building has been completely evacuated. It must be noted that only the Chief Fire Warden and/or the local Civil Defense Fire & Rescue Brigade can give permission to staff to reenter the premises. The Chief Fire Warden is also responsible for giving the local Civil Defense Fire & Rescue Brigade the company or building information pack which has the following contents: (1) Plan of the building detailing electrical cut off points (2) Location of all firefighting equipment.

	CHIEF FIRE WARDEN
	DEPUTY CHIEF FIRE WARDEN
	SECTION
	DUTIES & RESPONSIBILITIES

	Alan Mendoza
	Amin Mohammad Al Jurdi
	SMSA - Head Office Al Fattan Plaza
	(1) Must have a structure or framework to follow within the organization to allow their role to work in preventing fire.
(2) Responsible to assist in the safe evacuation of staff and visitors from the workplace.
(3) To ensure that all Fire Marshalls' designated area are cleared.

	Shoukat Ali
	Muhammad Naveed Khawaja
	SMSA - Umm Ramool Office (Operations)
	

	Ragesh Thanakandy
	Arslan Ali
	SMSA - DAFZA Office (CMC)
	

	Bilal Noor
	Rajesh Nair
	SMSA - DWC-Office (Br)
	

	Atif Abbasi
	
	SMSA - Office Br. (AUH)
	

	Mangesh Kumar Koliyar
	
	SMSA - Retail Br. (AUH)
	













FIRE MARSHALL RESPONSIBILITIES

Fire Marshalls straddle the line between firefighting and police work, working primarily with the Fire & Rescue Services, investigating the causes of fire and enforcing fire prevention and fire evacuation procedures. Fire Marshalls are to check their designated area(s) and ensure that staff has evacuated the premises. Once checks have been made, they must immediately proceed to the Chief Fire Warden to report and confirm that their area(s) is/are cleared and then proceed to the designated Assembly Point.


	FIRE MARSHALL
	SECTION
	AREAS TO CLEAR

	Yathiraj Kotian
	SMSA - Head Office Al Fattan Plaza
	Reception, Board Room, HR Office, Sales Office

	Ahamed Hamoda
	
	Managers' Offices, IT Rooms, Customer Service Area, Pantry

	Weerahennadige Joseph Mario
	
	Finance Room

	Zeeshan Akbar  
	SMSA - Umm Ramool Office (Operations)
	Mezzanine Floor

	Vijay Kumar
	
	Ground Floor, Warehouse Area

	Joshua Raj  James Raj
	SMSA - DWC Office (Br)
	Premises No.2 Freight House Dubai South-Logistics District

	Sameer Shoukat
	SMSA - DWC Office (Br)
	Premises No.2 Freight House Dubai South-Logistics District

	Narayan Singh Budal
	SMSA – Abu Dhabi Office Section & HUB (Operations)
	First Floor

	MD Shahid
	SMSA - Retail Br. Dragonmart
	Dragonmart Mall 




Main Responsibilities are:
· Ensure that all employees under his control, have exited the building
· Ensure that employees do not stop to collect their personal belongings or delay their exit for any other reason
· Ensure if it does not risk one’s safety, to close all doors and windows to limit the spread of fire
· Ensure if it does not risk one’s safety, to switch off and isolate all equipment, appliances, and machinery
· Check rest rooms, offices, and store rooms, etc. in his scope of area
· Report to the Chief Fire Warden once his scope of area is clear
· Ensure that no person reenters the building until authorized by the Chief Fire Warden or Civil Defense Fire & Rescue Brigade
· To divert incoming traffic and ensure roads are unblocked and free of pedestrians for the arrival of the Fire & Rescue Brigade
· Report subsequently on the usage of extinguishers to the Chief Fire Warden
· Ensure that fire extinguishers are refilled or replaced after use


GUIDELINES FOR FIRE PREVENTION AND ELIMINATION

ON DISCOVERING THE FIRE

Break the glass of the alarm boxes to sound the fire alarm. These are marked red boxes with notices explaining actions to be taken in case of fire and situated near all exits and/or emergency exits.

The building and the premise has ceiling-mounted smoke and fire detectors installed that can automatically detect heat and smoke. 

Only intercept or block small fires with firefighting equipment (extinguishers/fire blankets) if you have received the necessary training and you feel confident that you will not be putting your own safety at risk or in danger. You must ensure that if you use a fire extinguisher, it is suitable for the type of fire encountered as there are different types of fire extinguishers that can fully extinguish and prevent the spread of fire upon knowing what had caused the fire itself. This information is usually marked on the fire extinguisher canisters.
ON HEARING THE ALARM

The Chief Fire Warden will take full charge of the evacuation and ensure that adequate emergency assistance has been sought.

All staff and guests in the building must leave the premises by the nearest available fire exit and proceed in an orderly manner to the designated Assembly Point.

Staff/Guests MUST NOT:
· Stop to collect personal belongings
· Reenter the building without permission from the Chief Fire Warden/Civil Defense Fire & Rescue Brigade

Fire Marshalls will ensure that area(s) within their coverage has/have been fully evacuated and that all doors and windows are closed.

If there is no risk to one’s personal safety, staff should switch off all equipment, appliances, and machinery.


CLOTHING CAUGHT FIRE

If clothing catches fire, the following procedures must be followed:
· Ensure that the casualty is lying on the ground 
· Wrap the casualty tightly in a coat, heavy fabric, or if fire blanket is available
· Roll the casualty on the ground until flames are smothered


TESTING

Fire Alarms and Fire Fighting Equipment:
The fire alarm and equipment are being checked, tested, and serviced quarterly, according to contractor and company’s agreement whilst fire drills and evacuation procedure are being carried out by the Government in all areas, 2 quarters annually.

During these times, staff will hear the continuous sound of the alarm for not more than 20 seconds – if the sound of the alarm continues after this period of time, staff MUST treat this as an emergency and proceed to the designated Assembly Point.


Evacuation Tests:
Evacuation drills are carried out and conducted on half yearly intervals. The results are recorded and duly kept by the City Council for Civil Defense Fire & Rescue Brigade.




Extinguishers:
All extinguishers are checked, tested, and serviced by an external company on a quarterly basis by an external company.

Results of these checks and servicing must be recorded and reported to QRM.
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