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	  Fire Evacuation Procedure
Owner/ Department: : IBU-EGY, Corporate & Management



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’S RESPONSIBILITIES 
It is the responsibility of the Chief Fire Warden to ensure that the Fire Brigade has 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
	DUTIES &
RESPONSIBILITIES

	Mahmoud Gaballah
01030055044
	Ahmed Eldeeb
01029901069
	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

	Head office
	Omar Sherif
01028788144
	Khaled Mahmoud
01061112160
	Finance, Buffet, 

Meeting Room

	Head office
	Abdulrahman Mobarez

01029958093
	Mohamed Gamal
01012422250
	Sales, CS, IT data center


	Head office
	Mohamed Osama

01016144435
	Mohamed Allam
01099299891
	Operations

	Head office
	Ahmed Samir

01000727506
	Aya Said
01099885480
	Management floor


ON DISCOVERING A FIRE

Sound the fire alarm at one of the broken 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:

Country Office staff (+visitors), should assemble beside the main gate of the building at the assembly point signage.
Staff/visitors MUST NOT:

· Stop collecting personal belongings

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

Fire Marshalls 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 the area is clear

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

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

FIRE ALARMS

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 half-yearly intervals.  The test results will be recorded and recorded 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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