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POLICY STATEMENT/H 5% 5 Bf

This P&P refers to fire, robbery, and bomb incidents in the hotel area.
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PURPOSE H i#:

The purpose of the policy is to improve employees’ competency of handling emergency incident
through set up emergency response group, effectively organize and take proper action, assist Security
Department to handle the incidents and minimize the loss of hotel.
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SCOPE JuFH:
All employees / 44 51 T

RESPONSIBILITY #4E:

1. All departments Manager is responsible to set up the emergency response group and arrange daily
responsibility of your staff according to this policy.
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2. Effectively evacuate guests and employees, rescue and remove the values at the incident’s earlier
stage.
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3. Security Department to ensure the procedure is smoothly implemented and managed.
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PROCEDURE F&F%:

1. When there is an emergency incident in hotel, each department must set up emergency group and
control the situation immediately before the arrival of the security officers. At the same time,
contact Security Department and report to MOD.
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If the incident gets under control in a short time, concerned department should be contacted to
solve it as soon as possible.
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If the incident affects guests and the hotel operation, the duty department supervisor must report
to the Director / Manager of department for instruction. Appease and make an explanation to guest
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to avoid bad influence, provide necessary assistance to ensure the safety of guest.
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2. Hotel all departments / outlets should set up emergency group, the command should be taken by
department supervisor level above. The ordinary employee should serve as alarm man, fire fighter
and evacuation man. All members of the emergency response group must be trained and take their
concerned responsibility.
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3. Emergency group member and responsibility. / V. 273 B\ i % 7 M ERBE .

1) Member: Commander, Alarm man, Fire fighter, Evacuation man.
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2) Responsibility / HRAE:

> Commander / 164% i :
As a commander, she/he should remain calm and need to react quickly, timely organize and take
effective evacuation to control the situation of scene. She/he should arrange a clear division of
responsibility to each member.
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> Alarm man / R Z 58 71 -
Alarm man is the first person to find the potential hazards. Alarm man should use the nearest alarm
facility to give out an alarm to security department in time. Alarm telephone number is 5119, 5110.
The alarm content include: fire location, burning material, fire situation, alarm mans’ name and
contact number. Alarm man needs to assist commander on the spot and inform the operator to
activate “Crisis Response Procedure”, report the evacuation situation to the general commander as
soon as possible.
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> Fire fighter / #a :
Fire fighter should be familiar with the correct operation method of the fire equipment, and know
the location of the hotel fire facilities. Try to control the fire at the first time.
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> Evacuation man / i g A -
Evacuation man must know well hotel layout and all safety exits. After receiving the evacuation
order issued by commander, evacuation man must direct and guide all people to the nearest safety
passageway, arrange evacuating in an orderly manner as quickly as possible.
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10.

11.

Department Manager is responsible for setting up the < emergency group name list > in time,
ensure the accuracy of the name list.
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Department Manager needs to ensure their emergency group member knows their responsibility
well when they are on duty.
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Department Manager should put the < emergency group member list > at a evident place on the
department notice board.
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Security Department is entitled to check the person whose name on the < emergency group
member list >.
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If employee absence from duty, on leave, dismissed or other reasons, the departmental Mgr. must
arrange a substitute who was trained before to ensure the completeness of fire volunteer team in a
case of emergency.
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All employees should be the member of emergency group; have the accountability to assist Security
Department to handle incident and share the responsibility for evacuating, control the emergency
incident at its earliest stage as quickly as possible.
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This P&P will be a part of orientation. After new employee is on boarding, department manager is
responsible for assigning division.
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Any new policies issued by the Executive Management will form a part of this Policy.
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