CODE: 07.02.021

RESOURCE LIBRARY - TECHNICAL SERVICES

Fire Training and Evacuation Ebirion: 1

PAGE 10F3

Description#fiid:

OBJECTIVE/ H [{:

e To ensure all staff and management understand the procedures to be followed in the
prevention of fire and action to be taken in the event of a fire.
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APPLICATION/3& FH il

The General Manager should ensure that the requirements of this policy are complied with. Fire
training must not only be conducted but done so effectively either by the Chief Engineer or the
Training Manager.
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STATEMENT OF POLICYBR S pEik:

1. The Training Manager (where relevant) and or the Chief Engineer are to coordinate and conduct
the fire training of all staff as follows:
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All new employees on joining the hotel are to automatically receive an off the job training
session on fire prevention and the fire evacuation plan for the hotel as well as their department.
Their Departmental Evacuation Plan must be given to them as a handout in a language they
understand. They should be physically shown to the hotel’s Fire Assembly Point and Fire Exits.
FT AT NHR G T EREL B i 32 0 R 5 S E 85 0 o g 1] P BB AR BT Rl B 3
it
e Thereafter all employees are to receive a refresher training session every year.
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e All Fire Party members are to receive off-job training every six months to include fire
evacuation, fire fighting and emergency resuscitation. One session should include input
from or a visit to the local Fire Brigade if possible.
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2. All employees must attend fire training when it is scheduled. The sessions should be scheduled
at times compatible with the business patters of the hotel and target the night duty staff as a
high priority.
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3. Employees must sign for their attendance at fire training and non-attendees must be followed up
with the respective Heads of Department. If necessary, lack of attendance should be raised as an
agenda item at Management Team Meetings to secure cooperation for full attendance. As a last
resort disciplinary procedure may be applied to non-attendees.
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4. All hotels are to purchase one new fire training video every year from the training budget to
avoid long serving staff being bored by repetitive session content that consequently impacts
attendance levels.
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5. Each hotel must have a specific evacuation plan for each department which should be displayed
clearly in as many different languages as required to ensure full comprehension. It is the
responsibility of the Chief Security to compile the evacuation plans in close communication with
and approval from the local Fire Authority.
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6. Each XYZ hotel is to appoint a Fire Party who will have the specific task of safely and quickly
evacuating the hotel in the event of a fire. Members of the Fire Party should include but are not
limited to the following:

e General Manager M2 FH

e Resident Manager 454 #

e Chief Engineer LFE&

e Assistant Chief Engineer L FEgE|

e Front Office Manager /T #Z& 3

e Controller FAYE 2P

e Personnel Manager A 1% JEER4 T

e Training Manager 3%l #E

e Executive Chef 4THUE &

e Assistant Front Office Manager /T ¥l &£ H#
e Night Manager WHIZLHE

e Executive Housekeeper 1THUE XK

e F &B/Banqueting Manager &R E 245 F
e Head of Security {24 FH

e Guest Relations Manager =7k RLH

e Staff Accommodation Supervisor 51 .75 45

7. On hearing the fire alarm the Fire Party are to report to the General Manager’s office
immediately for instructions.
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8. In the event of the fire alarm ringing continuously — each staff member is expected to put their
relevant evacuation plan into action without hesitation or waiting to receiving permission.
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9. Fire drills are to be held at least every six months for staff members only and should be called
without warning. All drills are to be recorded as proof of completion. A full review and feedback
is to take place and a meeting called with the fire party to discuss how well or otherwise the drill
went and any necessary actions that need to be taken as a result.
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10. Guests who are involved in a real evacuation should be regarded as top priority after re-entering
the hotel. There should be refreshments available, if the evacuation lasted for more than 30
minutes, and an apology letter signed by the manager must be distributed as soon as possible
thereafter. The Night Manager should have a copy of such a letter to use in the event of a night
time evacuation.
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11. In the event of a real fire, the procedures outlined in the Emergency Policymust be implemented.
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