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	                            Fire Safety Management Procedure  
                                         Owner/ Department: Quality & Risk Management



1. Purpose 

This procedure outlines SMSA's approach to ensuring a prompt, coordinated, and safe response to fire incidents at its facilities. It aims to minimize risk to life, environment, and property by embedding EHS, ESG, and GRC principles within the fire safety framework.

2. Scope 

Applicable across all SMSA facilities including warehouses, offices, and operational sites. This procedure is to be followed in all countries where SMSA operates, with adjustments as per local emergency response numbers and regulations.

3. Regulatory Compliance

All fire safety systems and protocols must adhere to country-specific Civil Defense requirements. Local regulatory obligations must be reviewed annually to ensure compliance. Emergency contact information must be facility-specific; for example, use 911 in KSA, while in other countries, the local emergency number must be clearly displayed.

4. Responsibilities
· Administration: Oversees fire alarm testing and maintenance. Refer to Fire Alarm Checks DOC# 2723.

· EHS Committee: Leads fire safety training, evacuation drills, post-incident analysis, and ensures site readiness.

· Quality & Risk Management (QRM): Aligns fire management with overall risk frameworks and facilitates audits.

· All Employees: Participate in drills, follow fire safety instructions, report hazards.

· Fire Marshals/Wardens: Lead evacuations and conduct roll calls.

5. Fire Prevention Measures
· Do not overload electrical circuits.

· Turn off and unplug electrical equipment when not in use.

· Maintain clean workspaces to reduce fire load.

· Store flammable materials in compliance with safety guidelines.

· The use of fire-intensive equipment such as open flame burners, coal heaters, electric heating elements, or any unauthorized ignition sources is strictly prohibited within all SMSA facilities.

6. Fire Detection and Alarm Systems
· Fire alarms, extinguishers, and smoke detectors must be inspected regularly according to the defined maintenance schedule.

· Internal weekly checks must be conducted and logged as per EHS Weekly Checklist DOC# 2716.

· All devices must be tagged with service dates and maintained by certified providers.

7. Fire Emergency Response Process
· Evacuate: Leave the area immediately and assist others. Do not use elevators.

· Confine: Close doors to contain fire and smoke.

· Report: From a safe location, call the local emergency number and inform the EHS Committee. Provide details about the fire’s location, nature, injuries, and access routes.

· Secure: Prevent re-entry, place warning signage, and support crowd control until responders arrive.

8. Evacuation and Assembly Points
· Clearly defined evacuation routes and assembly points must be posted in prominent location.

· Fire Marshals/Wardens must be assigned per site to lead evacuations and conduct roll calls.

· The Fire Evacuation Procedure is maintained at all SMSA locations where applicable. The document is available on GUIDE# 2615, which includes the responsibilities of Fire Marshals and Wardens, guidance on the use of fire extinguishers, and details of designated fire assembly points.

9. Fire Drills and Training
· One fire drill must be conducted annually at each SMSA facility.

· New employees must receive fire safety induction.

· Fire Marshal training is mandatory and refreshed annually.

10. Post-Incident Reporting
· Report all fire incidents per Incident Reporting & Corrective Action Procedure – GUIDE# 2606.

· Complete post-incident evaluation and update procedures if necessary.

· Records must be kept for at least 10 years.

11. Program Enhancements and ESG Alignment
· Fire suppression systems should be environmentally responsible.

· Fire safety efforts must protect both people and business continuity.

12. Related Documents
· Fire Alarm Checks – DOC# 2723
· EHS Weekly Checklist – DOC# 2716
· Fire Evacuation Procedure – GUIDE# 2615
· Corrective Action Procedure – GUIDE# 2606
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