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Fires don’t just happen at home. Yearly,
over 7000 fires are reported at the workplace.
These fires cause multiple injuries, deaths
and millions of dollars in property damage.
Lives could be saved by proper fire preven-
tion and through careful escape planning.

FIRE PREVENTION TIPS

Smoke only in designated areas.

2. Make sure that ashes and cigarette butts
are disposed of in proper, non-spilling
receptacles. Empty them only when all
materials are out and cold. Be sure that
employees and clients have not left smol-
dering cigarettes in combustible areas
such as trash cans or on furniture.

3. Make sure that all electrical appliances
are functioning properly. Never use
cords or wires that are frayed or dam-
aged. Make sure they are replaced imme-
diately. If the equipment is giving off an
unusual odor, shut it down immediately
and call for maintenance.

4. Extension cords that are used improperly

can be a source of trouble. Make sure

not to exceed the load allowed on the
cord. Do not place cords where they can
be damaged or tripped over. Do not plug
multiple cords together or more than
one into a single outlet.

S

Give office equipment room to breathe. .
Many devices such as computers and

copy machines produce a high amount of

heat. Be sure that air can circulate

around them and that fans are kept run- .
ning and dust free.

Assign someone in your office to be

responsible for shutting off appliances at

the end of each day. Coffee makers and

hot plates can be forgotten easily and

could be a fire hazard.

Keep out of the way areas free of com- .
bustible materials. Waste paper, empty

cartons and other materials should be

kept clear from stairwells and storage

areas. These should be disposed of prop-

erly.

Be alert! Use and follow proper security .
measures in the workplace to keep unau-
thorized people out. Arson is the #1

cause of workplace fires. Keep areas

around the building clean and well lit.

This will help prevent loss, fire and .
threats to personal safety.

BE PREPARED
Being prepared can help save your life
and the lives of others.
Know your environment. Locate the .
nearest exits to your office. Count the
doorways and other features near those
exits so that you can find your way out
even in the dark.
Learn where the nearest fire alarm is
know how to use it.

Be sure that you know how to contact
the fire department. The emergency
number that you know at home may not
be the same at the office.

Schedule and practice
regular fire exit drills at
the office. This will
enable you to know
where to go in an emer-
gency and what the fire
alarm sounds like.
During these drills,
practice crawling.
Smoke and heat rise
and crawling out of the
building will make it easier to breathe
during a real fire.

Evacuation plans should be postec
throughout the building. All employee:
should familiarize themselves with them
New employees should be given this infor
mation as part of their orientation.

If you have any type of disability, let man
agement know ahead of time. Have a co
worker and a back-up assigned to help yot
in case of an emergency. Make sure you
practice your evacuation during a fire exi
drill.

Never use an elevator during a fire. If the
elevator is working, it can stop on the
floor that is on fire exposing passenger:
to heat, smoke and toxic fumes.

Be sure stairwells are never locked anc
that they are free of debris that migh
block your exit.
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