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F
ires

don’t
just

happen
at

hom
e.

Y
early,

over
7000

fires
are

reported
at

the
w

orkplace.
T

hese
fires

cause
m

ultiple
injuries,

deaths
and

m
illions

of
dollars

in
property

dam
age.

L
ives

could
be

saved
by

proper
fire

p
rev

en
tion

and
through

careful
escape

planning.
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1.
S

m
oke

only
in

designated
areas.

2.
M

ake
sure

th
at

ashes
and

cigarette
butts

are
disposed

of
in

proper,
non-spilling

receptacles.
E

m
pty

th
em

only
w

hen
all

m
aterials

are
out

and
cold.

B
e

sure
th

at
em

ployees
and

clients
have

not
left

sm
o
l

dering
cigarettes

in
com

bustible
areas

such
as

trash
cans

or
on

fu
rn

itu
re.

3.
M

ake
sure

th
at

all
electrical

appliances
are

functioning
properly.

N
ever

use
cords

or
w

ires
th

at
are

frayed
or

d
am

aged.
M

ake
sure

they
are

replaced
im

m
e

diately.
If

the
equipm

ent
is

giving
off

an
unusual

odor,
shut

it
dow

n
im

m
ediately

and
call

for
m

aintenance.
4.

E
xtension

cords
th

at
are

used
im

properly
can

be
a

source
of

trouble.
M

ake
sure

not
to

exceed
the

load
allow

ed
on

the
cord.

D
o

not
place

cords
w

here
they

can
be

dam
aged

or
trip

p
ed

over.
D

o
not

plug
m

ultiple
cords

together
or

m
ore

th
an

one
into

a
single

outlet.

5.
G

ive
office

equipm
ent

room
to

breathe.
M

any
devices

such
as

com
puters

and
copy

m
achines

produce
a

high
am

ount
of

heat.
B

e
sure

th
at

air
can

circulate
around

th
em

and
th

at
fans

are
kept

ru
n

ning
and

dust
free.

6.
A

ssign
som

eone
in

your
office

to
be

responsible
for

shutting
off

appliances
at

the
end

of
each

day.
C

offee
m

akers
and

hot
plates

can
be

forgotten
easily

and
could

be
a

fire
hazard.

7.
K

eep
out

of
the

w
ay

areas
free

of
co

m
bustible

m
aterials.

W
aste

paper,
em

pty
cartons

and
other

m
aterials

should
be

kept
clear

from
stairw

ells
and

storage
areas.

T
hese

should
be

disposed
of

p
ro

p
erly.

8.
B

e
alert!

U
se

and
follow

p
ro

p
er

security
m

easures
in

the
w

orkplace
to

keep
u
n
au

thorized
people

out.
A

rson
is

the
#1

cause
of

w
orkplace

fires.
K

eep
areas

aro
u

n
d

the
building

clean
and

w
ell

lit.
T

his
w

ill
help

prevent
loss,

fire
and

th
reats

to
personal

safety.
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B
eing

p
rep

ared
can

help
save

your
life

and
the

lives
of

others.
•

K
now

your
environm

ent.
L

ocate
the

n
earest

exits
to

your
office.

C
ount

the
doorw

ays
and

other
features

n
ear

those
exits

so
th

at
you

can
find

your
w

ay
out

even
in

the
dark.

•
L

earn
w

here
the

nearest
fire

alarm
is

know
how

to
use

it.

•
B

e
sure

th
at

you
know

how
to

contact
the

fire
d

ep
artm

en
t.

T
he

em
ergency

n
u

m
b

er
th

at
you

know
at

hom
e

m
ay

not
be

the
sam

e
at

the
office.

•
S

chedule
and

practice
regular

fire
exit

drills
at

—
_

_
_
_

_
_

_
_

the
office.

T
his

w
ill

enable
you

to
know

w
here

to
go

in
an

em
er

gency
and

w
hat

the
fire

alarm
sounds

like.
•

D
uring

these
drills,

practice
craw

ling.
S

m
oke

and
heat

rise
and

craw
ling

out
of

the
building

w
ill

m
ake

it
easier

to
breathe

during
a

real
fire.

•
E

v
acu

atio
n

p
lan

s
should

be
poste

th
ro

u
g
h
o
u
t

the
building.

A
ll

em
ployee:

should
fam

iliarize
them

selves
w

ith
them

N
ew

em
ployees

should
be

given
this

infor
m

ation
as

p
art

of
th

eir
orientation.

•
If

you
have

any
type

of
disability,

let
m

an
agem

ent
know

ahead
of

tim
e.

H
ave

a
cc

w
orker

and
a

back-up
assigned

to
help

yoi
in

case
of

an
em

ergency.
M

ake
sure

yoi
practice

your
evacuation

during
a

fire
cxi

d
rill.

•
N

ever
use

an
elevator

during
a

fire.
If

th
elevator

is
w

orking,
it

can
stop

on
th

floor
th

at
is

on
fire

exposing
passenger:

to
heat,

sm
oke

and
toxic

fum
es.

B
e

sure
stairw

ells
are

never
locked

an
th

at
they

are
free

of
debris

th
at

m
igh

block
your

exit.
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