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Upon a fire occurs the telephone operator should immediately inform members of Hotel emergency
response team for timely contain the fire and evacuation. Hotel emergency response group is consisted
by GM, DGM, MOD, Chief of Security, Chief Engineering and other department division heads. GM is the
command (DGM or other authorized deputy to be command in General Manager’s absence). The
assembly point is hotel crisis command center (B1 CCTV room)

— BURAE KGN UL e D3 S B N0 5 58 S A BN R 5L, DU SIS SONTAT RO A
WE RS REA N RS S, BloSH, [HRSH., R0, TR DL HAth 235
1A/ A AR BABAE SIS (R BT L N B RS 2 2 Bl 2 A HAR G LN R DR 4H
£, HA SENE GRS L (BLTEREE) .

Scope JuH:
All employees

Pl 1 T
Policy and Procedure B3R 5T :

General &
1. Inthe event of a fire, fire volunteer team should be organized before the arrival of the fire brigade,
contain the fire according to the four fire safety competencies.

KA KK (AEVEBBAEIEHT) K HAUE IR BB, 4 By 2 2 DU A~ RE 7 I Rl Ok 22 N
UK Ko

2. On the event of a severe fire, it’s required to evacuate the entire hotel swiftly.

AR E R KR, ERGH P ) 4 S

3. A quick decision, immediate fire fighting and efficient evacuation is important to ensure safety of
guests and employees.

NIRRT B e R T A 24, — ANPUEAGRE . KN SN BORA R s U T 8 2 1 2401,

4. Guests to be evacuated in an orderly manner, the alarm and the emergency broadcast should be
activated immediately. Instruct each floor supervisor and volunteer fireman to inform occupied
rooms.

PR B SRAT I F B A N, B A DX AR AN S SRR S R, AR R A KON B
57773 BA s 572 57 RIS 6132 [X 3B 25

Points of assembly

SEMR

The Hotel emergency command team is quickly summoned to CCTV Room, the command center is also
can be designated temporarily by GM according to the location of fire or other special status.

WS S S F AR HE PO AEBLIN M a4 2%, AT SRR K 5 R AR A B BRI I 45 7€
The points of assembly for hotel guests and employees are hotel backyard. The second assembly point
is the backyard of Inzone Quancheng hotel. Other undesignated staff should evacuate to the point of
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assembly after receiving evacuation information.

R G EES MAEE G B T8 28— RERE S B o IR — b =6 AR e SR 3R JE e, E b
BN S RS B 58 —ENEIA P o ARAB IR ELAAAE 55 BT S5 FoAh 0 TOA BB 51, W B BUE B 5
RVAHIE CE o S

Command & control

iy & R3]

Once the command issue the partial / general evacuation orders, each department division heads

should inform your own employees to evacuate in an orderly manner, pay close attention to evacuation

situation and report to command in time.

— HRARHE T IR R B4 BB EC a2 e, B ER T s AL EDE RN B T AR XA A% IE
BRREOTER PG I\ B ST TR KB IS O, S e SR T

Security Department

PR

Based on the instruction of the commander in chief following is carried out.

MRYE SR FR R BEAT DA & 0 A

1. Post a security guard at the main entrance and associated driveway to guide fire engines to the
nearest water pump coupling.
EENOMETBLZH— S RZ 0, T 5 S E BRI KRS &A%

2. Contact with police officials to ensure the hotel is cordoned off to prevent entry of undesirable
elements and property being taken away.
BRI G 32 B AT A A B AL N EAT ST,  PhB A 3B 1 T s N 572

3. Control the fire elevator on the first floor.
FEVE B A I E— 2

4. Keep on organizing the volunteer of fire to extinguish.(use effective method while extinguishing.)

AL EIEHPI UK K CHRFEE R T KO .

Engineering

TREHR

Cooperate with Fire Control Center to complete the following work:

W VH B4R ) RO AT DR & UL AE -

1. Switch off electricity, A/C affected areas and ensure the emergency lights in good order.
K 32 R DS R L SR A, A OR N T IR BT IR AR .

2. Open the exhaust system and air supply system of fire passage.
FTIFFEH 22 S8 A0 22 42 818 135 R Bt

3. Cut gas connection to kitchen.
DM SUE B 5 B D L

4. Make the fire water supply and communication in good status.

B DRV 917 FH 7K PR T R R TR 138
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5. Assistant to fight fire and all the other actions of fire service.
HER K, BEET P BT 3 .
6. Keep the fire elevator running in good status.

DRAEH B FBS 1L #2847 .

Front Office

BT

1. Print out a list of all in-house guests.
TTENNEFTH B N4,

2. Switch all computers off.
KA THEL.

3. Keep the cash and guest materials well.
RIS ER TR

4. The telephone operator goes to the night mode by switching the console to reception, based on the
information from the commander in chief.
HTEFE 2R BRI AR I ar 2 Fe il i CEEAT &), A E 3 AR\ TAEJ7 2

5. Bellboy should be designated to stand by at hotel main exit, guest elevator landing area and staff lift
hall on the first floor to instruct and direct people towards the evacuation area.
FE—REIETTH . — %7 — &0 TR THRBUPE D& 2 — 2172 BRI N i
;18

6. The GRO must ensure all the main entrance doors are left open to help the guests proceed to the
evacuation area.
iR N R ORITA B AN DT T HOPRES, FBT2 ARUR R EHELX

7. The Receptionist & GRO assigned at the evacuation area must check all the guest names against the
list provided by the Front Office computer.
ZHHEBLEUX 3R 01 T T L AR BT & SR R 2 N 44 B AT N AT .

8. The Front Office Manager with all the agents provides explanation, conciliation and unlimited
assistance.
A 6 & BT R N DO 2 NBEAT R A 229k, IFR IR AT RE 2 (A B .

9. Report the guest evacuation situation to commander in chief.

LIt e B TR AR B B A O o

Rooms (floor attendant )

ZHEE (RERS% R

1. According to the service list and guest register provided by Front Office check every room and show
the exit positions to them.
AR A 55 AN AT S 4R AL B R A B 5 A R B AR A AR AT HR B DA &
2. Make ensure nobody in room, close the doors and write a mark “v”on door.
WhE B R NI, F D5 T 1R IFAE S 1] EAE—id 5.
3. Close all the doors of rooms and pantry rooms and collect all the keys of them.
WA 2 D5 SR S5 T1 88, FFUER I AR AL
4. Leave away from floors and proceed at the evacuation area.
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BITREIZ, G HGR .

Rooms ( locker room attendant)

BHEW EREEHER)

Check that all locker rooms are vacant and lock the doors and report to evacuation area.

A AT B BEAR = L JE N B IR T R A X IR

Human Resources

AN TR IR

1. Secure all official materials such as payroll diskettes, attendance diskettes, etc., in provided fire-
proof safes.
WA o 55 RS RAF AT I B 22 4 X I

2. Close all the doors behind you and proceed promptly to evacuation area.
B - D 4 1 Tk o) s 5 X RO

3. Collect staff rosters and signature in/out form of all departments; summarize the number of the
total, the present, the missing and the on-duty staff. Written report should be submitted to
commander (GM).
IR &0 T THEER AN B3R, G &80 IS AR R ) BB SERANEL. RERA
. DAERI NI .

4. Report the hotel staff evacuation situation to the commander.
)R TR AR 2 T AUE O -

5. To organize and keep on the points of assembly in good order.
ARV ik SR e O

6. To assist doctors to rescue the injuries.

Y NRE SEaiiA R

Finance department

o 2558

1. Once receiving the evacuation order, all important paper documents must be transferred to a safe
place.
— BURAN T A%, WAL RN RS Fir A BB ) T SO B 2 A i T .

2. Store electronic data, cash, etc. in the appropriate fire-proof safes.
W B A7 A T TR <5 55 — AR TRUAE R E PRI K DR A H o

3. The outlet cashiers must secure and remove all money, credit card imprints and keys.
R LRI RS T I 4 A5 R EDIEANEH R .

4. All staff must proceed promptly to the evacuation area, and the Director of Finance / manager must
ensure the evacuation progresses safely.
FITAT 1R 53 T 0T (] R B XGRS /2 B 20 DR SO A 22 4

5. After all Finance Staff have been evacuated and all room have been locked confirmed by the
director of finance / manager, the Director of Finance shall proceed to the evacuation area and
report to commander.
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/R B ORI AT 1 L A, IR IR SR XA B 1 s T Qi e, & Ry g
AR .

Kitchens

&5

1. Once the evacuation order has been given out, the chef is to order all the kitchen staff to stop
working and shut down any equipment they are currently using.

—EURAR T G4, BT ST B SR AT (1 B s AR N G4 1R A, SRPIEAE S A i e

2. Switch off all the gas immediately in order to minimize the explosion possibilities.
SEEPR A B ROCH],  FRARERIE R AT REME

3. Stewards shall remove the chaffing dish alcohol jelly to a safe distance outside the building.
SR ST R DRG] AT A S5 8 B KA M 22 i

4. Remaining managers / supervisors are to shut down all exhaust-AHU systems and as much electrical
equipment as possible.
HAh 23/ R E HEH R G SRR AT REL (IR B

5. Direct the cooks, stewards and all other staff present towards the nearest safe Fire Exit to the
evacuation area.
JEF MK AR FAEIA BB . = R HoAth 03 T ) 50T 1 5 S 1 s T A R Hb G

6. Make a final check of the whole kitchen area, including the stores and chillers, in order to ensure
that all the staff have been evacuated.
JE T e f — Rk A BN ot o X 38, B R i 2 e, BRI 0 T S

7. All staff must be instructed to remain calm, fight the fire and fully assist any hotel guest if needed.

AT IRORAF Vo1, T BN R 4 77 KR W 2 N

Staff Canteen

RTET

1. The staff canteen supervisor switch off all electrical equipment and turn off the gas stove, and
advise staff to proceed towards the evacuation area.
BRI T AR B SRRk, 8 0 3 L ) e X R .
2. Before reporting to the superior, the supervisor should make sure that all the staff have been
evacuated, i.e. The supervisor will be the last person to leave the area.
BIT FEWRRIEX RN KA 2 TR ORE, AR R k. GF: BTEERZEZX
W e — M E A 5D

Linen Room

ARG

Once receiving the evacuation information, switch off or unplug all the electrical appliances and lock the
doors then proceed to the point of assembly.

Wr BIHGR > E B, RMITE BE RIS, P 5 AL R 25 A
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Restaurants, Bars and Banquet

ERIT ER, EXT

1. Upon receiving general evacuation information, immediately stopping service to guest.
— BT B|pigCE kel e R mBuE B E, LRME RS

2. Request all the guests to extinguish their cigarettes and evacuate the guests from the outlet.
TSR 28 NI KT 3 IR A -

3. Direct the guests out of the outlet by pointing the way to the nearest exit.
N NTE WL ) 5 S Hs A

4. First, evacuate the guests who are seated at the tables closest to the Fire Exit. Then, work towards
the center of the outlet, advising the guests seated at the other tables to leave.
HARBEER 2 O st RN, RO O A7 B8 N H B AT 1 NG

5. If any guest needs assistance to evacuate the outlet, instruct the other able bodied guests to assist
them, or assist them after all other guests have left the outlet.
WA 2 NS F 28 8, e R e e AR AT, e AR T A 2 A B B IS
PS5 A AT T W

6. If any guest refuses to leave, they must be escorted out of the outlet by one or two waiters.
WA NFELR S, AT — AN B AN IR SS DL 49 S TR s .

7. Extinguish all the burners used for heating food and all the burning candles.
RS R B A R A A K R ek o

8. Switch off all electrical equipment used in the outlet, e.g., coffee warmers, toasters, etc.

R P TA FFAB IR s . BB T A

Each Outlet Managers
& X

All Outlet Managers / Assistants must adhere to the following procedures :

FITA I DX Jok e 3/ By LA Z5U8ARR L e

1. Give full information to all customers about the emergency status.
BEINERGESY e N ket P

2. Each member of the emergency command team reports the evacuation situation to the command at
any moment.
W 1) i 2 ZH VR B O

3. Move all customers, starting with children and elderly people, to the evacuation area. Once this has
been completed to leave the area at last.

TRIE G LR T B, SEMNE NN T IV, 5408 5 B )a ea — M iz X

Sales office

HE

1. Save all currently opened files on the PC.
R H B ST AL
2. Turn off the PC and disconnect all the wires on the CPU.

R HTHENUIE WO T
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3. Carry all the camera equipment and other valuable material with you.
b S 18517 A I REAH S8 A4 S5 ST A
4. Assist the front office to calm the guests.

(NI IR=E oSy Y N R (2

Series actions after finding a fire

R KJa BT 3

1. Dial telephone number 5119 or 5110.
S RI4 475119846855 5110

2. Tell them your name and department and extension you belong to.
TS 42 K Jw i) Rk

3. Tell the exact fire position and the items just burning.
&K YIN B, IEAERRGE I -

4. Break the alarm box glass for alarm.
R X R e, & TR

5. Security and hotel volunteer use fire extinguishers and fire hydrant to contain the fire.
T P 22 0 75 B N ST 997 A FH 2R K 38 R 7 A KK

6. It’s very important to call 119 according to the situation of the fire.

AR KRN B BT RAT 1197 452 i i 2 R BB
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