FIRE PREVENTION SAFETY POLICY
Our fire prevention policy is designed to ensure that all reasonable steps are taken to preserve life and property from exposure to fire hazards. The requirements listed here identify the basic elements of our fire prevention program. They should be a part of every manager's day-to-day responsibilities. While they generally apply to all company locations, they are especially important in those facilities that do not have full-time safety and fire prevention personnel.

Fire prevention is one of the considerations that must receive first priority in the design of a new building, or in the occupancy of an existing building. Safety and fire prevention specialists make a study of the building and the materials used in its construction. All necessary steps should be taken to ensure that fire prevention is an integral part of the design and construction of a new building or of an existing structure. The same scrutiny regarding potential fire hazards should be exercised in any future changes to the structure.

This policy is not intended to deal with the complexities of fire prevention in building design, fire protection systems, high-hazard exposures, compliance with legal ordinances, or the many technical details of fire prevention. It is meant to serve as an outline of the various aspects of our fire prevention program and as a helpful resource for managers and supervisors who must carry out the program's specific procedures.

GENERAL FIRE PREVENTION RULES
1. Identify the address and phone number of the public fire department and other emergency units which may be summoned. Post this information and the emergency procedure for summoning assistance in the strategic locations.

2. Establish a warning system for fire or similar-type emergency. The alarm system shall be tested no less than weekly, with complex alarm systems being tested daily to ensure the system is in working order.A written record of alarm tests shall be maintained.

3. Each location shall establish an emergency organization consisting of a select number of employees, organized and trained, to deal effectively with fires, explosions, and similar occurrence.

4. A monthly self-inspection shall be conducted to identify and correct recognizable fire hazards.

5. Inspections of fire extinguishers and hose stations shall be conducted to identify and correct recognizable fire hazards.

6. Exit doors, approved hardware and lock devices, exit signs, passageways, and means of emergency exit shall be inspected periodically to ensure their working condition and unobstructed access. Padlocking of a designated fire exit door is prohibited.

7. Interior fire doors which are part of the building design to limit the spread of fire shall be inspected and tested periodically to insure their working condition. Holding fire doors open by use of chocks, door wedges, or similar means is prohibited.

8. Emergency lighting shall be inspected and tested at periodic intervals to assure good operating condition.

9. Respiratory protection equipment designated for emergency use shall be inspected monthly and the date recorded on a tag attached to the unit or storage container.

10. Sprinkler system control valves shall be wire "sealed" in the open position. All riser and valve locations shall be maintained free of storage and protected against damage by barrier or enclosures.

11. .Safety and fire prevention requirements shall be followed in any required shutdown or impairment of automatic sprinkler protection systems.

12. Procedures for a fire permit system shall be established to control flame- or spark-producing equipment.

13. Procedures shall be established to control the receipt, storage, handling, and use of flammable liquids. The use of safety cans for handling separate storage of flammables, minimizing concentrations, and proper identification of containers are typical procedures which shall be enforced.

14. Regulations shall be established to control smoking in hazardous areas.

15. Procedures shall be established for reporting and investigating fire and other incidents.

16. The training of selected personnel in the use of fire extinguishers shall be accomplished on a periodic schedule.

17. Procedures to accomplish after-hours notification of key personnel when the facility is operating at less than normal complement or shutdown shall be maintained and kept current.

18. Access of emergency vehicles shall be considered in regard to facilities' layouts. Parking of cars or other obstructions shall be restricted as necessary.

19. Fire drills shall be carried out in accord with a regular yearly schedule.

20. Proposed changes in facilities' layouts, materials, operations, and constructions shall be reviewed by unit safety and fire prevention personnel as early in the planning stage as possible in order to establish the necessary fire prevention measures.

21. Unit safety and fire prevention personnel shall make sure that specialized training is provided to persons with responsibilities for maintenance of fire-fighting equipment, related systems, and supplies.

SPRINKLER SYSTEM SHUTDOWNS
1.Planned impairment of automatic sprinkler systems shall be permitted only upon approval of the management responsible for the operations involved and shall be of the minimum possible durations.

2.Any person initiating or performing any action affecting sprinkler protection will determine that all of the following have been accomplished:

2.1Location maintenance supervision and the supervision of the area affected is notified in advance of the intended shutdown.

2.2 Fire protection procedures during shutdown have been reviewed and are satisfactory.

2.3 Equipment is on hand for emergency restoration of service.

2.4 All additional notifications of system shutdown are completed, including notice to the fire insurance company where applicable.

UNIT EMERGENCY ORGANIZATIONS
1. Each location, depending on the size and nature of operations, may need personnel who are trained and equipped to deal effectively with accidents, fires, and similar emergencies.

2. Unit emergency organizations (UEOs) can provide the best means of bringing control to emergency situations in the critical first few minutes of an incident. UEOs are also known as fire brigades, fire departments, rescue squads, or first-aid squads.

3. The need for UEOs is apparent in large manufacturing facilities, office complexes, hotels, field service units, and similar sites where organized response to an emergency is vital.

4. UEOs in various forms are more frequently being required by law.

4.1 Personnel 

4.1.1 The number of personnel in the UEO shall be suitable to deal effectively with possible emergencies.

4.1.2 Other supervisory or hourly employees may be selected.

4.1.3 Provisions shall be established to assure UEO members are physically qualified.

4.2 Organization   Each UEO shall have a chief or similarly designated person in order to provide effective organization and control in emergencies.

4.3 Training

4.3.1 All members of the UEO shall be fully trained in the responsibilities assigned to them.

4.3.2 Training schedules shall be established and kept current to include a minimum of six practice drills annually.

4.4 Equipment

4.4.1 Equipment shall be carefully selected in accord with the expected emergency requirements, shall be of good quality, and shall meet recognized equipment approval criteria, where appropriate.

4.4.2 Portable fire extinguishing equipment should include units of large size to bring additional fire-fighting capacity to the scene of an emergency. Wheeled and tank-size dry chemical units, for example, could be typical UEO equipment.

4.4.3 Mobile emergency communication equipment is normally required. It shall be of first quality and properly maintained.

4.4.4 Personnel protective equipment, clothing, respiratory equipment, tools, first-aid equipment, and the like should be selected in accord with its potentials.

4.4.5 Emergency vehicles for on-site use are frequently necessary to transport equipment and/or personnel in emergencies. These vary according to their type, size, and number.

4.4.6 Segregated areas shall be provided for the safe and strategic location of UEO equipment.

5. Establishing a UEO

5.1 Each location shall determine the need and, as required, establish a UEO which will be effective in dealing with emergencies.

5.2 Safety personnel shall provide advice and support on organization, equipping, training, and functioning of the UEO.

5.3 Occupancy of buildings as a tenant or building owner may introduce complexities in regard to emergency responsibilities. Any complexities should be resolved in order to assure company interests and as they affect the need for a UEO.

FIRE PERMIT REQUIREMENTS
1. A fire permit is required in operations involving flame- or spark-producing equipment when the degree of fire hazard is above normal due to the possible presence of flammable liquids, vapors, gases, combustible materials, and physical conditions of contraction.

2. Under no circumstances shall fire permits be authorized by other than company supervisory personnel.

3. The person issuing fire permits will explain the requirements to the personnel involved, including any outside contractor, at the time the permit is issued and before the work is started.

4. Departments shall duplicate and use the fire permit form included in this standard or one of similar design which equals or exceeds the intent.

5. Cutting or welding will not be done while sprinklers are out of service. Any exceptions must be approved by location management and safety and fire prevention personnel..

6. The fire permit must be visible at the work site.

7. Additional fire protection equipment such as extinguishers will be provided. A fire watch may be provided as necessary.

8. Floors and surrounding areas should be swept clean and may be wetted down as necessary.

9. A fire permit does not authorize smoking privileges in any area.

FIRE DRILLS AND EMERGENCY EVACUATION PROCEDURES
It is the responsibility of every manager and department head in the company to ensure that the employees under their supervision know how to get out of the building in the event of a fire emergency. An orderly evacuation depends on both an early warning and employee awareness of the proper procedures to follow. While the procedures below apply to all company facilities managers in small locations with few employees must use their own judgment in implementing them.

1. Each location shall establish procedures to be followed regarding the evacuation of buildings in emergencies.

2. Where possible, key emergency instructions shall also be highlighted in the location phone directory.

3. Each location shall have an alarm system or other suitable means to alert the occupants to the need for evacuation.

4. Concise emergency instructions shall be posted at strategic locations throughout the premises, including a floor plan drawn to indicate the emergency exits, the procedure for sounding an alarm, and evacuation instructions.

5. Fire drills shall be held in accordance with a regular schedule. In general, all locations should have not less than one fire drill annually.

6.Emergency exits and routes leading to them shall be clearly identified by signs. Current standards on construction, dimensions, lighting, and number of exits required by safety codes shall apply in designating exits.

7.As applicable, location procedures should include the following minimum personnel actions after the alarm has sounded:

All Personnel
-Take whatever immediate steps are necessary and feasible to minimize any hazard in leaving the work area unattended.

-Do not use elevators for evacuation purposes.

-Assemble at a predetermined safe location for attendance check.

-Do not reenter building until the "all clear" signal sounds or similar verbal instructions are given by responsible authority.

Supervisors
-Direct the evacuation of your area and account for personnel.

-Advise the responding authority of the situation and warn of potentially hazardous conditions.

FIRE EXTINGUISHERS
Fire extinguishers are classified on the basis of what types of fires they are most effective in handling:

CLASS A extinguishers should be used for fires involving ordinary combustible materials such as paper, wood, and textiles.

CLASS B extinguishers should be used for fires in flammable materials such as gasoline, oils, lacquer, thinner, paints, and greases.

CLASS C extinguishers should be used for fires in electrical equipment.

CLASS D extinguishers should be used for fires involving metals.

Fire extinguishers are provided for use within specific areas and are considered "first aid" to control fire in the early stages.

FIRE ALARM SYSTEMS
1. Fire alarm systems are used to warn employees of emergency conditions and to trigger an orderly evacuation of the building. Such systems also provide the means to activate fire control equipment and notify the fire department and other emergency services. Statutory regulations, fire codes, and other local building codes normally specify the requirements for alarm system installations.

2. Fire alarm systems can be either manual or manual-automatic in operation. Manual systems must be activated by persons at the location. Manual-automatic systems detect a predetermined condition and activate the alarm system automatically, in addition to being manually operated by personnel at the location.

TERMINOLOGY
LOCAL SYSTEM: Sounds an alarm on the premises only.

AUXILIARY SYSTEM: Sounds a local alarm and is connected to a municipal fire department or other emergency organization location.

CENTRAL STATION SYSTEM: Sounds a local alarm and is connected to a constantly manned location off the company property. Signals transmitted to the central station result in specified actions.

SUPERVISORY SYSTEM: Signal only systems which are installed to monitor temperatures, water pressure, water flow, controls, instruments, fire equipment, flame failure, overexposure, and similarly selected events.Depending on conditions, supervisory systems are independent installations or can be incorporated as part of the fire alarm system.

CLOSED-CIRCUIT CODED SYSTEM: Provides alarm on activation in selected areas, such as emergency headquarters and the identified fire location by signal code.

MULTIPLEX SYSTEMS: Modern electronic alarm systems using radio transmission or combinations of wire, cable, and radio to receive and communicate simultaneous and/or multiple signals.

DETECTION DEVICES: Devices incorporated in alarm systems which act in response to selected stimuli and, in turn, activate the alarm system. These include such devices as smoke detectors, heat detectors, thermostats, photoelectric ionization detectors, and similar devices.

CODED ALARM SIGNAL: Audio or visual/audio signals which by assignment indicate the section of the alarm system activated.

FIRE ALARM SYSTEM REGULATIONS
1. Each location shall have a system to warn building occupants in the event of fire or emergency so as to give them ample warning notice and enough time for escape in an orderly manner.

2. Safety and fire prevention personnel shall provide counsel on installation of fire alarm systems in accord with the occupancy, size use exposures, company experience, statutory regulations and the need to avoid undue danger to the lives and safety of the occupants from fire, smoke, fumes, or other possible emergency situations.

3. Alarm system signals shall be selected in accord with the ambient noise conditions existing in the location and located so as to be distinctively audible to all personnel under normal operating conditions.

4. Control panels for alarm system installations which indicate the location of detectors, circuits, or otherwise identify the area of the emergency, should be located in the most likely avenues of approach by fire fighters or emergency personnel, and be readily accessible.

5. All systems shall have one primary and one secondary source of power. The second source shall have the capacity to operate maximum normal loads in accordance with recognized installation standards.
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