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	Fire Evacuation Procedure
Owner/Department: QRM



This premise is equipped with smoke detection, heat detection, fire hoses and fire extinguishers.

ON HEARING THE CONTINUOUS SOUND OF THE ALARM, ALL PERSONNEL MUST, CO-OPERATE WITH THE FIRE MARSHALL AND/ OR CHIEF FIRE MARSHALL, AND EVACUATE THE PREMISES IN AN ORDERLY MANNER USING THE NEAREST FIRE ESCAPE ROUTE WITHOUT DELAY - REGARDLESS OF THEIR POSITION WITHIN THE ORGANISATION.

CHIEF FIRE WARDEN RESPONSIBILITIES 
It is the responsibility of the Chief Fire Warden to ensure that the Fire Brigade have been informed and will liaise with the Fire Marshalls at the back of the building, to ensure the building has been completely evacuated.  It must be noted that only the Chief Fire Warden and /or the Fire Brigade can give permission for staff to re-enter the premises.  The Chief Fire Warden is also responsible for giving the Fire Brigade the company information pack which has the following contents:  Plan of the building detailing electrical cut off points and locations of all fire fighting appliances.    
	 CHIEF FIRE WARDEN


	DEPUTY CHIEF FIRE WARDEN
	DUTY
RESPONSIBILITIES

	Ahmed Yassin

0550451180
	Saeed Al Hassan
0500913488
	Responsible for ensuring that all 

Fire Marshalls have reported 

whether their area is clear or not


FIRE MARSHALL RESPONSIBILITIES

Fire Marshalls are to check their designated area(s) and ensure that all personnel have evacuated the building.  Once checks have been made they must immediately proceed to Chief Fire Warden to confirm that their area is clear and then proceed to the designated assembly points.

	Section
	Fire Marshall
	Deputy Fire Marshall
	Areas to clear



	4th Floor
	Afaf Al Mutairi  
0596344317
	Amjad Hussain Shah
0592000397
	4th Floor offices/ Rooftop/
Cafeteria

	3rd Floor
	Mohammed Haneef
0560927477
	-
	3rd Floor offices

	2nd Floor
	Bader Al Jawan
0555488159
	Mohammed Habib
0543573552
	2nd Floor offices

	1st Floor
	Mamoun Awad
0554213289
	Soliman Ali Askar

0545180211
	1st Floor offices

	Ground Floor
	Ahmed Yassin

0550451180
	Saeed Al Hassan
0500913488
	Ground Floor offices & 
SMSA Service Centre Area

	Basement
	Abdulkhader Rangrezz

0509189003
	
	Car Park / Mosque

	Female Ground Floor
	Amjad Al Rashidi
Ext:8798
	
	Ground Floor offices / Female

Toilet & SMSA Service Centre Area


ON DISCOVERING A FIRE

Sound the fire alarm at one of the break glass alarm boxes.  These are marked red boxes and situated near all fire exits explaining actions to be taken in case of fire.

The fire alarm can also be activated automatically by ceiling mounted smoke and heat detection units.

Only tackle small fires with fire fighting equipment (extinguishers/fire blanket) if you have received the necessary training and you feel confident that you will not be putting your own safety in danger.   You must ensure that if you do use a fire extinguisher it must be suitable for the type of fire encountered.    This information can be obtained from the fire extinguisher itself or from the sign situated above the extinguisher.

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 visitors in the building must leave the premises by the nearest available fire exit and proceed in an orderly manner to their designated assembly point:

Head Office staff (+visitors), should assemble on the Back Open Car Park.
Staff/visitors MUST NOT:

· Stop to collect personal belongings

· Re-enter the building without permission from the Chief Fire Warden / Fire Brigade

Fire Marshals will ensure that areas within their remit have been fully evacuated and that all doors and windows are closed.

Staff not in their own department must leave the building at the nearest exit and report to their Fire Marshall.

If it is safe to do so, staff should switch off all equipment and machinery if there is no risk to personal safety.

FIRE MARSHALL RESPONSIBILITIES

· Ensure that all employees under your control have left the building

· Ensure that employees do not delay to collect personal belongings or for any other reason

· Ensure if it is safe to do so, that all doors and windows that can be closed, are closed to limit the spread of fire
· Ensure if it is safe to do so, that all machines that can be isolated can be switched off

· Check toilets, offices and storerooms etc. in your remit area

· Report to the Chief Fire Warden once area is clear

· Ensure that nobody re-enters the building until you are authorised by the Chief Fire Warden/Fire Brigade

· Designated Fire Marshalls to divert incoming traffic and ensure road remains unblocked and free of pedestrians for arrival of Fire Brigade

· Report subsequently on the usage of extinguishers to Chief Fire Warden.  It is essential that they are filled or replaced after use

CLOTHING ON FIRE

If clothes catch fire the following procedure must be followed:

· Drop the casualty to the ground

· Wrap the casualty tightly in a coat, blanket or heavy fabric

· Roll the casualty along the ground until the flames have been smother
TESTING

FIRE ALARMS

The fire alarm will be tested EVERY WEDNESDAY between 8.00am – 8.30am Staff will hear the continuous sound of the alarm for not more than twenty seconds – if the sound of the alarm continues after this period of time then staff MUST treat this as an emergency and proceed to their assembly point.  

The fire alarm is also tested and serviced on a six monthly basis and records will be duly kept by the Administration Dept.

EVACUATION TESTS

Evacuation drills will take place at yearly intervals.  The test results will be recorded and records duly kept.

EXTINGUISHERS

All extinguishers will be checked and tested by an external company on an annual basis.

Any extinguisher that is discharged must be reported to the QRM Dept/Admin immediately.
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