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[bookmark: _Toc419445703][bookmark: _Toc448502958][bookmark: _Toc449391741][bookmark: _Toc398163555][bookmark: _Toc334447934][bookmark: _Toc401040086]PURPOSE
The purpose of this program is to provide fire extinguisher procedures to ensure equipment is operable and employees have the knowledge to safely operate in case of a fire incident.

[bookmark: _Toc419445704][bookmark: _Toc448502959][bookmark: _Toc449391742]SCOPE
Applies to all Your company name here employees and all Your company name here locations.

[bookmark: _Toc419445705][bookmark: _Toc448502960][bookmark: _Toc449391743]RESPONSIBILITIES
The Safety Manager is responsible for developing procedures for the use and care of fire extinguishers and for developing a training program for the proper use of these devices.  The Manager is responsible for implementing fire extinguisher training at his location.  The shop foremen are responsible for enforcing the provisions of this section of the safety manual.  All employees are responsible for following these provisions.

[bookmark: _Toc448502961][bookmark: _Toc449391744]GENERAL REQUIREMENTS
· Portable fire extinguishers must be maintained in a fully charged and operable condition and kept in their designated places at all times when they are not being used. 
· Portable extinguishers shall be visually inspected monthly and subjected to a maintenance check annually
· Extinguishers must be conspicuously located where they will be readily accessible and immediately available for use.  
· The selection of fire extinguishers for a given situation will depend upon the characteristics of a potential fire, the construction and occupancy of the individual property, the vehicle or hazard to be protected, ambient‑temperature conditions, and other factors.
· The number of extinguishers required must be determined by reference to the layout criteria included in this manual.  
· Only UL or FM approved fire extinguishers are permitted.
· Only employees who have been trained in their proper use are permitted to use fire extinguishers.
· All welding work must have a capable "fire watch" assigned to the area to monitor for and prevent fires.
· All fire extinguishers are to be kept at their designated locations. In case of fire, follow information on emergency reaction poster.
· Access to extinguishers, sprinkler risers, switch boxes, fire alarms, and exits are to be kept clear and unobstructed at all times.
· Fire doors are not to be blocked and must be in operating condition at all times.
· Any damaged or apparently used fire protection equipment must be promptly reported to the area supervisor.
[bookmark: _Toc398163556][bookmark: _Toc334447935][bookmark: _Toc401040087]
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[bookmark: _Toc449391745]PROCEDURE
Portable fire extinguishers shall be provided for employee use and selected and distributed based on the classes of anticipated workplace fires and on the size and degree of the hazard which would affect their use. Fire extinguishers used by this company are for four classes of fires:

· Class A Fire Extinguishers. Use on ordinary combustibles or fibrous material, such as wood, paper, cloth, rubber and some plastics. Travel distance for employees to any extinguisher is 75 feet (22.9 m) or less.
· Class B Fire Extinguishers. Use on flammable or combustible liquids such as gasoline, kerosene, paint, paint thinners and propane. Travel distance from the Class B hazard area to any extinguisher is 50 feet (15.2 m) or less.
· Class C Fire Extinguishers. Use on energized electrical equipment, such as appliances, switches, panel boxes and power tools. Travel distance from the Class C hazard area to any extinguishing agent is 50 feet (15.2 m) or less.
· Class D Fire Extinguishers. Use on combustible metals, such as magnesium, titanium, potassium and sodium. Travel distance from the combustible metal working area to any extinguishing agent is 75 feet (22.9 m) or less.

[bookmark: _Toc449391746]LABELING OF FIRE EXTINGUISHERS
Fire extinguishers are to be mounted in easily accessible locations that are indicated by a sign that reads "Fire Extinguisher".  Fire extinguishers are to be located so that no employee will ever be more than 75 feet from an extinguisher.  No equipment, boxes or product may be placed (even temporarily) in the way of a fire extinguisher.
Each fire extinguisher will be assigned a unique number. 

[bookmark: _Toc448502962][bookmark: _Toc449391747]MAINTENANCE
All fire extinguishers shall be mounted no higher and no lower than four (4) feet from the floor.  All fire extinguishers shall be maintained as follows:
· Numbered to identify their proper location
· Fully charged and in operable condition
· Clean and free of defects
· Readily accessible at all times
· At regular intervals, not less than annually, or when specifically indicated by an inspection, extinguishers must be thoroughly examined and/or recharged or repaired to ensure operability and safety or replaced as needed.
· Extinguishers removed from their locations to be recharged must be replaced by spare extinguishers during the period they are gone.
· Each extinguisher must have a durable tag securely attached to show the maintenance or recharge date and the initial or signature of the person who performs this service.
· Any fire extinguisher that shows a loss of pressure during the monthly inspection will be inspected and re-charged by certified personnel.  Completed fire extinguisher inspection logs will be maintained in the safety files and become a part of the safety records.  They are to be maintained for 5 years.


1.1 
[bookmark: _Toc448502963][bookmark: _Toc449391748]INSPECTION, MAINTENANCE AND TESTING
All fire extinguishers are to be visually inspected by Your company name here employees monthly.  All fire extinguishers are to receive an annual maintenance check by certified personnel from a fire extinguisher dealer.  Fire extinguishers are to be inspected and re-charged by certified personnel after any use.  Any fire extinguisher that shows a loss of pressure during the monthly inspection will be inspected and re-charged by certified personnel.  Completed fire extinguisher inspection logs will be maintained in the safety files and become a part of the safety records.  They are to be maintained for 5 years.

[bookmark: _Toc448502964][bookmark: _Toc449391749]USE
In the event of a fire, one employee will get the nearest fire extinguisher and use it to attempt to put the fire out.  All other employees in the immediate area will prepare to evacuate if needed.  All other employees in the building need to be advised that a fire is in progress.  

The employee attempting to extinguish the fire will break the safety seal on the handle and pull the pin.  The person will then aim his extinguisher at the base of the fire and discharge it with a sweeping motion from side to side; continuing until the fire is out or the extinguisher is emptied.  

Remember that a standard fire extinguisher will be emptied in about 10 to 15 seconds.  If the fire is not out when the extinguisher has been completely discharged, the employees must evacuate the area.

[bookmark: _Toc398163557][bookmark: _Toc334447936][bookmark: _Toc401040088][bookmark: _Toc448502965][bookmark: _Toc449391750]FLAMMABLE AND COMBUSTIBLE LIQUID AND MATERIALS
· Flammable liquid containers must be clearly labeled and stored in a protected, separate area.
· Flammable liquids must be used only in small quantities and in approved (UL or FM), self-closing containers.
· Do NOT refuel a hot or running engine. Clean up spills before restarting.
· Never use gasoline as a cleaner or solvent. Anyone who may do so is subject to immediate discharge.
· Use only the proper transfer equipment when transferring a flammable liquid such as gasoline for refueling
· Never use an air hose for pressure to empty drums.

Lines or other containers holding gasoline, oil, grease and other flammable material must be thoroughly purged and tested for explosiveness by approved testing equipment before any burning or welding is done.

[bookmark: _Toc448502966][bookmark: _Toc449391751]USE
In the event of a fire, one employee will get the nearest fire extinguisher and use it to attempt to put the fire out.  All other employees in the immediate area will prepare to evacuate if needed.  All other employees in the building need to be advised that a fire is in progress.  

The employee attempting to extinguish the fire will break the safety seal on the handle and pull the pin.  He will then aim his extinguisher at the base of the fire and discharge it with a sweeping motion from side to side; continuing until the fire is out or the extinguisher is emptied.  

Remember that a standard fire extinguisher will be emptied in about 10 to 15 seconds.  If the fire is not out when the extinguisher has been completely discharged, the employees must evacuate the area.

1.2 [bookmark: _Toc398163558][bookmark: _Toc334447937][bookmark: _Toc401040089][bookmark: _Toc448502967]
[bookmark: _Toc449391752]SCRAP RECEPTACLE ‑ TYPE, LOCATION AND USE
This procedure outlines types, location, and use of containers for trash, scrap metal, and similar materials.

[bookmark: _Toc398163560][bookmark: _Toc334447939][bookmark: _Toc401040091][bookmark: _Toc448502968][bookmark: _Toc449391753]TYPE
All receptacles must be constructed of metal or other suitable type containers of non‑flammable materials.
Paper or pasteboard cartons, wooden boxes or crates, and similar type containers must not be used for collection of combustible materials.
Receptacles, located outside of buildings, for combustible trash must be located at least 15 feet from the building or combustible materials.

Use
Employees must be instructed to use trash barrels for the disposal for paper, lunch, remnants, and all small scraps of a combustible nature.
Cigarette and cigar butts, matches, etc., should never be thrown in trash receptacles.
Glass (broken, empty jars, etc.), scrap metal, and similar material should be placed in special trash containers.

[bookmark: _Toc398147490][bookmark: _Toc398163023][bookmark: _Toc334447319][bookmark: _Toc401039469][bookmark: _Toc448502969][bookmark: _Toc449391754]FIRE AND EXPLOSION HAZARDS
There are three (3) elements necessary for a fire:

· Fuel - Combustible material, i.e., wall coverings, paper products, furniture, etc.  Flammable liquids, i.e., paints, thinners, lacquers, gasoline, and others.
· Heat - Sufficient to raise the material to its ignition temperature.  Primary causes can be cigarette smoking, electrical fires, grease fires, and fires caused by explosions.
· Oxygen to sustain combustion.  Oxygen is the one element that could be controlled by closing doors and isolating the fire as much as possible.

[bookmark: _Toc398147491][bookmark: _Toc398163024][bookmark: _Toc334447320][bookmark: _Toc401039470][bookmark: _Toc448502970][bookmark: _Toc449391755]FIRE AND EXPLOSION PREVENTION
Each supervisor will be responsible for the following fire prevention activities:

· Make routine inspections of fire prevention and protection systems regularly and keep in good operating condition.
· Review evacuation routes, as applicable with employees on a regular basis for each work area. Follow the designated routes and know the pre-designated safe areas previously established.
· Train key employees, if necessary, in the use of fire protection equipment (extinguishers, hose, etc.). 
· Be familiar with known hazards that may affect your operations inside and outside any building.
· Coordinate with the public fire department on pre-fire plans, training and evacuation procedures, as they may apply.

[bookmark: _Toc398163027][bookmark: _Toc334447323][bookmark: _Toc401039473][bookmark: _Toc448502971]SPECIFIC HAZARDS
Smoking
Smoking is permitted in designated areas only. Don't use ashtrays as wastepaper receptacles, or don't use waste paper receptacles as ashtrays.  

	
Electrical 
Make sure that all electrical cords are not frayed and that the connections with the receptacles and the machinery are intact.  Do not overload wiring.  If cords become warm, this is the first sign of a possible overload.

Housekeeping
1. Don't allow excess paper or combustible products to pile up in the open, near equipment, or buildings.
2. Don't allow materials or boxes to be placed in the way of exit travel.
3. Keep material away from access to electrical panels.

[bookmark: _Toc448502972][bookmark: _Toc449391756]TRAINING AND EDUCATION
The purpose of this section is to establish training procedures which are necessary for the proper use and understanding of a fire extinguisher and incipient stage firefighting.   Training will occur prior to initial assignment and at least annually thereafter.   

On even numbered years this training will be conducted by a member of the local fire department (where possible) and will include "live fire" hands on use of the extinguisher.  On odd number years this training will be conducted by the Safety Manager and will include a demonstration of the use of a fire extinguisher, without actually discharging the unit.  

New employees will be given the odd number year training upon hire.

[bookmark: _Toc448502973][bookmark: _Toc449391757]INITIAL TRAINING OUTLINE
· General principles of a fire
· Hazards employed with an incipient stage fire(s)
· When to "back off' (evacuate) of an incipient stage fire(s)
· General fire principles of a fire extinguisher
· Hazards employed with the use a fire extinguisher
· Use of a fire extinguisher

[bookmark: _Toc448502974][bookmark: _Toc449391758]RETRAINING
Retraining shall reestablish employee proficiency and introduce new or revised control methods and procedures, as necessary.   Retraining shall be provided for all authorized and affected employees whenever there is:
· An annual basis or
· A change in job assignment or
· Your company name here has reason to believe that there are deviations from or inadequacies in the employee's knowledge or use of fire extinguishers or fire prevention procedures.

[bookmark: _Toc448502975]TRAINING DOCUMENTATION
· All training will be documented and each employee's understanding will be subject to a "hands-on" test.
· Documentation will consist of; as a minimum, the employee's name, the trainer's name, the date of the training, and an outline of training provided.
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Office
	

	
Fire Department
	

	
Local Law Enforcement Agencies
	

	
Nearby Hospitals
(Name & Address)


	

	
Ambulance Services
	

	
American Red Cross
	

	
Chemical Transportation Emergency Center
(CHEMTREC 24-hour hotline)  800-424-9300
	

	
Electric Company (as applicable)
	

	
Gas Company (as applicable)
	

	
Water Company (as applicable)
	

	
Telephone Company (as applicable)
	

	
State or Local Building Inspection Departments
	

	
State and Local Civil Defense Agencies
(For emergency plan)
	

	
OSHA office
	

	
U.S. Weather Bureau
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