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GENERAL INFORMATION


Applicability 


These Fire & Emergency Action Plans are for [Name of Business].  All persons within our company/business whether employee, artist, or patron shall comply with these requirements. 

Key Contact Information
In the event of a fire or other emergency, the [identify chain of command who will be available—Owner, General Manager, and Assistant Manager of [name of business]] are available 24 hours a day. Contact information follows:
	Owner of the Business

	Owners Name:
	

	Phone (home):
	

	Phone (cell):
	

	Home address:
	

	E-mail address: 
	


	General Manager of the Business

	Managers Name:
	

	Phone (home):
	

	Phone (cell):
	

	Home address:
	

	E-mail address: 
	


	Assistant Manager of the Business

	Managers Name:
	

	Phone (home):
	

	Phone (cell):
	

	Home address:
	

	E-mail address: 
	


	Building or Facility Owner

	Owner Name:
	

	Phone (home):
	

	Phone (cell):
	

	Home address:
	

	E-mail address: 
	


Emergency Contact Information

Emergency:

· 911

Non-emergency: 

· Charleston Fire Department
· Non-Emergency: 843-720-1981

· Charleston Police Department
· Non-Emergency: 843-577-7434
· Charleston County Sheriff
· Non-Emergency: 843-202-1700

· Berkeley County Sheriff
· Non-Emergency: 843-723-3800

· SCE&G
· 24 Service Center: 1-800-251-7243
· Charleston County EMS
· Non-Emergency: 843-202-6700

· Charleston Water

· Non-Emergency: 843-727-6800

FIRE SAFETY PLAN
Compliance Codes: International Fire Code 2012 Section 404; OSHA Standard 1915 

Procedures for Reporting a Fire
· In the event of a fire emergency, any person may initiate emergency action by alerting an employee of [Name of Business]. 

· Any employee has authority to notify the fire and/or police departments by calling 9-1-1 the moment a fire situation exists on the premises. Do not wait to notify the Manager-on-Duty.

· Have number of fire alarm/security Monitoring Company readily available. 
· When any incident requires that the building be evacuated, the Manager on Duty/Crowd Manager [designate the responsible person] will make an announcement using the Main Public Address system [identify how you will make an announcement for evacuation]. 

Life Safety Strategy
· In the event of a fire, all employees will make a reasonable effort to ensure the fire/smoke does not spread through the facility by taking safe and proper precautions to contain or suppress the fire. 

· Exceeding the approved capacity/occupancy load (staff included) may put lives in jeopardy. To ensure staff and occupant safety, the Manager on Duty must ensure [Business Name’s] occupancy does not exceed [identify occupancy maximum].

· Management will assign and delegate staff members to different areas of the building for which they will be responsible every shift. Their list of responsibilities will include and not be limited to: 

· Ensuring no debris blocks the ingress/egress of the facility. 

· Ensuring no debris or moveable equipment of any kind accumulates in areas which could pose a fire hazard or other unsafe condition. 

· Ensuring no one is permitted to smoke inside the facility.

· Ensuring there are no open flames of any kind for any reason (pyrotechnics, and so forth) permitted (outside the realm of food preparation). 

· Ensuring only employees trained to work in the facility’s kitchen are allowed to enter the kitchen area/operate kitchen equipment. 

· Ensure there is a proper count of occupants and staff inside the facility, at all times. Further, ensure the maximum occupancy capacity is never exceeded at any time, for any reason. 

· There will be floor plans on each floor plainly visible throughout the facility identifying the location(s) of all exits (primary and secondary), manual fire alarm boxes, and portable fire extinguishers.
· [If applicable] There will be a minimum of one staff member to every 30 people on premises at all times. 

· All temporary staff shall be notified of fire safety and evacuation plans prior to any event/employment in the facility. They should also be provided a copy of the fire safety plan and floor plan schematic (Appendix A). They will sign a document asserting they have received said items. Those documents shall be stored on and off premises) for a retention period of at least one year.

Major Fire Hazards
[List specifics.  Remove any item below that does not relate to your facility]

· All combustible/flammable materials will be stored in designated areas. Ensure their quantities do not exceed approved limits [specify]. 

· Clean kitchen hoods and filters frequently [specify] to avoid any potential hazards. Ensure kitchen equipment is maintained only by appropriate kitchen personnel. 

· Never use extension cords as a means of permanent wiring. In addition, immediately discard any cords/electrical equipment found to be frayed or defective. 

· Never accumulate oily rags, and ensure they are disposed in a proper manner [specify]. 

Key Points 

· In the event a small fire cannot be extinguished with the use of a portable fire extinguisher or the smoke presents a hazard for the operator, the door to the area should be closed to confine/contain the fire. Emergency fire services must be immediately notified and occupants alerted to the emergency situation. If applicable, the fire alarm system shall be manually activated. 
· A fire extinguisher may be used by personnel who have acquired the fire extinguisher training. Employees shall be trained on operation of kitchen suppression systems. A kitchen (hood) suppression system may need to be manually activated to operate. 

· In the event that any portable fire extinguisher has been used, it will not be re-hung until it has been recharged by [our contractor]. 

· Keep all portable fire extinguishers visible and unobstructed at all times.

· Call 911. 

Hazardous Materials Stored on Premises
[List specifics, example provided below. You may choose to include this as a new Appendix.]
	Item
	Product Name
	Common Name or use
	Use Area
	Storage Area

	1
	Oven Mite
	Over cleaner
	Kitchen
	Kitchen

	2
	Red 79
	Low temp detergent
	Kitchen
	Storage room

	3
	Green Cleaner
	Chlorinator
	Kitchen
	Kitchen

	4
	SCS 43
	Concentrate detergent
	Kitchen
	Kitchen

	5
	Q-San
	Sanitizer
	Throughout
	Storage room

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


Hazardous Equipment on Premise
[List specifics, example provided below. You may choose to include this as a new Appendix.]
	Item
	Equipment
	Quantity
	Area
	Public Access

	1
	Deep Fryers
	2
	Kitchen
	N

	2
	Gas Range
	1
	Kitchen
	N

	3
	Convection Oven
	2
	Kitchen
	N

	4
	Gas fire place
	1
	Main room
	Y

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


a) The kitchen is a private area and ALL cooking equipment may only be operated by culinary professionals who are trained to use such equipment.

b) The Kitchen Manager will be in charge of teaching all Front of House staff proper safety techniques for working in the area of the kitchen equipment.  

c) At NO time shall any of this equipment be operated unless a Kitchen Manager is present. 
d) The Kitchen Manager will be in charge of maintenance/housekeeping of all grease traps, range hood filters, and so forth.

e) Kitchen staff shall have a working knowledge of the fire protection and suppression equipment in the kitchen and shall understand how to activate the necessary systems.  

f) Kitchen manager shall know operations of the hood suppression system and how to manually activate the system. 

g) The General Manager will in charge of the maintenance/housekeeping of all other hazardous or dangerous items within the facility. 
Staff/Personnel Responsibilities
[Examples of management and security personnel duties and responsibilities are presented below. Please edit as necessary to adequately cover your business plan.]

General Duties of All Management/Supervisory/Security Staff
1. Keep all unnecessary doors closed. 

2. Keep landings, hallways, and exits; inside and outside; free of obstructions at all times. 

3. Do not allow accumulation of combustible/hazardous materials as they may constitute a fire hazard. 

4. Promptly remove all combustible waste from areas where waste is placed for disposal, when applicable. 

5. Keep building access and Fire Department Connections clear and accessible for Fire Department use. 

6. Ensure all fire protection/life safety system equipment is in operating condition at all times. 

7. Hold and participate in all fire drills, noting and correcting any deficiencies. 

8. Have a working knowledge of all the building’s fire and life safety systems and ensure ALL staff also has a working knowledge of this equipment via education programs. 

9. Arrange a substitute in your absence. 

10. Comply with the fire code. Immediately correct all violations.
11. In the event of a shutdown of any fire/life safety systems, notify the proper authorities and initiate alternative measures. 

12. Appoint staff to carry out safety duties and ensure their instruction/compliance with all safety/prevention procedures. 

13. Assure that checks, tests, and inspections are completed, documented, and retained at regular schedules. 

14. Post and maintain copies of fire emergency procedures. 

15. Keep a copy of this fire safety, emergency evacuation, and staff training plans on the premises in a designated location at all times. 

16. Notify the Charleston Fire Department regarding any changes made to these Fire & Emergency Action Plans. 

17. Ensure the Fire & Emergency Action Plans are kept current at all times. 

18. Ensure the occupancy limit (staff included) is kept at or below the approved occupancy load at all times and is never breached for any reason. 

19. Ensure all Management and Security staff are fully informed and compliant with the Crowd Management Plan. 

Upon Discovery of a Fire

1. Leave fire area immediately and close all doors. Alert occupants/staff. 
2. Call 9-1-1 from a safe location 

3. Ensure all occupants have been notified of the emergency condition. 
4. Manually activate the fire alarm system.
5. If safe to do so, supervise the evacuation of all occupants, including those requiring assistance. 

6. Exit the building and await the arrival of the Charleston Fire Department at [a safe location near the main entrance]. 

7. Upon the arrival of the firefighters, inform the fire officer of the conditions in the building and co-ordinate the efforts of the supervisory staff with those of the Fire Department if necessary/applicable. 

8. Provide access and vital information to the firefighters including the location of persons, master keys to any locked doors, hazardous materials stored on premises, fuel sources, and so forth. 

Procedure for Employees Who Remain to Operate Critical Operations Before They Evacuate
During some emergency situations, it will be necessary for specifically-assigned and properly-trained employees to remain in work areas that are being evacuated long enough to perform critical operations. These assignments are necessary to ensure proper emergency control. 

[Designate specific people, duties, areas of responsibility, and so forth.]
[Example] In the event of a fire emergency:

· Sound and lighting engineers [NAMES] are to remain in the workplace to shut down or monitor critical operations before they evacuate.  Sound and lighting personnel should power down all equipment so long as this does not put them or anyone else in harm’s way. 
· Backstage security personnel [NAMES] should turn off sound and lighting power breakers, if there is time to do so without endangering themselves or others.

Fire and Emergency Drills

Fire and emergency evacuation drills will be conducted with staff at least quarterly.   Records will be maintained for each drill that include an approved fire drill record and staff attendance sheet. Completed records will be maintained in Appendix C of this document. 

EMERGENCY EVACUATION PLAN
Compliance Codes: International Fire Code 2012 Section 404; OSHA Standard 1910
Each supervisor is responsible for accounting for all assigned employees, personally or through a designee, by having all such employees report to a predetermined designated rally point and conducting a head count. Each employee must be accounted for by name. [A summary of the evacuation rally points, together with the identities of supervisors and assigned employees who must report to each, is included with this plan.]
Sheltering in Place - Certain emergencies require employees and patrons not to evacuate, but to move to an interior, windowless room. [Describe our procedures for sheltering-in-place emergencies (for example - The sheltering-in-place designation is the first floor enclosed porch for fires; interior wall under the stairs for wind and severe storms.]

In the Event of a Fire, All Staff and Patrons will: [edit as appropriate]

1. Be alerted via the Audible/Visual fire alert systems in the facility. The [Sound Technician] will turn off all amplified music, to ensure the fire alert system (only if safe to do so, given the fire's location). 

2. Be alerted by the Manager on Duty as well as the security and staff. 

3. Be directed to evacuate the nearest exit by the Manager on Duty and/or security/restaurant staff. 

4. Be escorted off premises to the designated safe location opposite the front entrances of the building on the far side of the parking lot. 

a. As occupants exit the building, members of the staff will remain outside all emergency exits counting the number of occupants leaving the premises to ensure all occupants have safely removed. Once everyone has successfully vacated the premises and been accounted for all doors to the facility shall be shut to prevent the spread of smoke/fire and/or re-entry into the premises. 

5. Once all occupants have vacated the building the Manager on Duty as well as all staff will ensure that no re-entry is permitted, until approved by the Charleston Fire Department. 

6. Cooperate fully with all Fire Department and Police Department Officials. 

One representative, most likely the Manager on Duty, will meet with Fire Department officials to provide information on the situation, keys to the facilities, and remain at the Fire Department command post until released.

Access Issues
[Identify pertinent issues relative to your building and premises. An example follows.]
 The emergency exit located in rear of building lacks handicap ramp; back exit leads out to flight of stairs. To combat this issue, handicap exits will be marked on all 15 posted floor plans of the facility. Additionally, a member of the staff (for each shift) will be designated to assist anyone with special needs to one of the two handicap exits. 
Portable Fire Extinguishers
[Identify locations of extinguishers in your building and premises. An example follows.] 

Portable fire extinguishers are/are not provided for employee use. In the event of fire, any employee may use extinguishers to attempt to extinguish a small fire before evacuating. Never delay in notifying the Fire Department of a fire emergency. [If you will direct employees to use, the Charleston Fire Department recommends that you provide them with instructions on safe and proper use.  You could include a brief overview of how to use/when to use, and include this instruction in your recurring staff training. Please refer to www.charleston-sc.gov/fire for an on-line tutorial regarding fire extinguishers.]

Accounting for Personnel during an Evacuation
The number of personnel and patrons in the [Name of Business] varies greatly from each shift/event.  Therefore, the manager will maintain a list of all employees working each event. It is the responsibility of the employees to notify the manager that they have exited the building. 
Search and Rescue Duties
All search and rescue functions will be performed by responding emergency personnel.

Emergency Medical Response
Responding emergency personnel will perform necessary emergency medical duties.  No staff/employees are assigned to perform medical during emergency evacuation situations.  However, should a minor medical emergency arise, staff/employees who are able, should administer basic first aid and notify proper authorities of the situation. [Identify whether you are going to provide the basic training, and what training you will provide?  If so, clarify what employees can do once they are trained.] 

It may become necessary in an emergency to rescue personnel and perform some specified medical duties, including first-aid treatment. All employees assigned to perform such duties will have been properly trained and equipped to carry out their assigned responsibilities properly and safely. (Most small businesses rely on local resources such as hospitals or fire departments to provide rescue and medical services. Where that is the case, list those resources. If employees have such duties include a list of these individuals and the training they have received.)
	Name
	Location Assignment
	Special Assignment
	Training Provided

	  All Managers
	Call 911
	  
	

	  
	
	  
	

	  
	
	  
	


Notifying Staff and Patrons of an Emergency
In the event of emergency at the [Name of Business], all staff/employees and patrons will be alerted by [identify the various means you will employee to make on-scene notification of a fire emergency. Examples follow.]
· Public Address System Announcement - The manager or sound engineer will make an announcement though the main PA system, notifying both patrons and staff that there is an emergency and an evacuation is necessary.  [Identify how will the DJ, radio, or other sound system be shut down?  Who will shut it down?  Can it be done from one location?  The audio/sound should be shut down in order to hear the evacuation notice and instructions.] 

· Example for General Evacuation: “Attention. Attention. An emergency has been reported in the building. Please proceed to the exit nearest you and evacuate the building in an orderly manner. Please signal a staff member if you are in need of assistance.” 

· Verbal Announcements - Any person can make a verbal announce to alert other people in the direct area of a problem and request them to call for assistance. Staff/security should go through the building to make verbal announcements of a problem, restrict certain actions in a specific area, lead people away from a problem, or to assist in evacuation.

Response to Building Evacuation Command
 
[Example] 
In the event of a fire emergency, the sound and lighting engineers are to remain in the workplace to shut down or monitor critical operations before they evacuate.  Sound and lighting personnel should power down all equipment so long as this does not put them or anyone else in harm’s way. Any security personnel located backstage should turn off sound and lighting power breakers, if there is time to do so without endangering themselves or others.

· All other personnel should evacuate the building immediately by means of the nearest/safest available marked exit.

Exits: [Identify specific locations which can be understood by all staff/employees]
1. Main entrance/exit on the stage right side of the venue.

2. Double doors leading to Meeting St. – these doors are equipped with push bars and do not lock.

3. Double doors by the women’s bathroom – these doors are equipped with push bars and do not lock.

4. Kitchen door – only visible to [Name of Business] staff.

5. Monitor door – for those on stage and stage left.

6. Loading dock door – for those backstage and stage right.


· During evacuation of a building, all [Name of Business] employees must assist others in need so long as no one is put in danger. If there are people who cannot or did not evacuate the building (for any reason), [staff member] must notify emergency personnel outside the building of the situation. 

· Once outside, it is the responsibility of all employees to assist in moving people to a safe location away from Fire Department operations. . Ensure no one re-enters the building for any reason, and keep people from lingering near the exits so they don’t prevent other people from exiting the building and to allow access for emergency personnel. 

· The preferred evacuation destination site is [identify exactly where you expect staff and patrons to congregate in the event of a building evacuation. It is probably not practical to expect everyone to go to that location, but staff should have a designated place to assemble. Providing a single congregate destination will assist management/emergency personnel in collecting valuable information, as necessary.]
· [Identify who will be in charge of meeting with emergency personnel, once they arrive.]

CROWD MANAGEMENT PLAN


Compliance Codes: International Fire Code 2012, City Ordinance 21-51

	Crowd Management
	
	Late Night Ordinance

Requirements

	Occupants
	International Fire Code Requirements
	NFPA Code

Requirements
	
	Occupants
	Security Personnel

Required (a)

	<250
	1
	1
	
	<100


101-200


201-300


301-400


401-500


501-600


601-700


701-800


>801
	2

3

4

4+1 supervisor

5+1 supervisor

6+1 supervisor

7+1 supervisor

7+2 supervisors

2 per every 100, one supervisor for every 4 (b)

	251 – 500
	2
	2
	
	
	

	501-750


	3
	3


	
	
	

	751-1,000


	4
	4


	
	
	

	>1,000
	4 + 1 every 250
	4+1 every 250
	
	
	


Crowd management is a vital part to your operational safety. Below is a diagram indicating the requirements for crowd managers and security both by the International Fire Code, NFPA, and the City Of Charleston Late Night Ordinance.
Footnotes: 
(a) 
References City of Charleston Late Night Ordinance 2013-55

(b) 
Supervisor may be one of the 4 people

Before the Event or Opening
· Designate and train staff who will serve as Crowd Managers.

· Ensure all exits routes are clearly marked.

· Ensure there are an adequate number of marked EXIT doors with operating panic hardware.

· Ensure stock/storage does not obstruct aisles or exits.

· Ensure maximum capacity placards (Certificate of Occupancy signs) are posted.

· Clear all aisles and egress paths.

· Ensure the facility has a functioning fire alarm and sprinkler system (where applicable).

· Ensure facility has operating emergency lighting and create a testing cycle.

· Locate all the fire alarm pull stations.

· Walk outside the facility before each event.

· Are the exits and walkways clear of obstructions or tripping hazards?

· Is there adequate illumination where all of the exits discharge?

· Is there proper clearance in the streets and parking area for emergency apparatus?

· Correct all fire code violations when they are spotted.

· Identify safe crowd control mechanisms that do not promote panic.


During the Event or Normal Business Hours
· Prevent overcrowding by monitoring the number of patrons and employees in your area of assembly. Never exceed your authorized capacity.

· Walk the rooms and confirm that the exit paths remain clear.

· Educate all employees/staff as to the importance of maintaining clear exit paths.

· Ensure several staff/employees know how to turn up the lights.

· Ensure several staff/employees know how to turn down the music.

· Designate personnel responsible for making emergency announcements including providing the locations of all safe exits.

· Correct all fire code violations when they are spotted.

·  Patrons waiting to enter building shall be in a orderly file and clear from egress paths. Employ safe crowd control mechanisms that do not promote panic.

Crowd Managers Responsibilities:
· Complete the Fire and Building Safety Checklist daily prior to opening the facility to the public. 

· Ensure sprinkler system has been inspected and tested within the last 12 months.  

· Ensure the fire alarm has been inspected and tested within the last 12 months.

· Walk every room and confirm that the exit paths are staying clear.  Assure all marked exits remain unlocked and unobstructed at all times. Don’t allow people to congregate around or block any exits.

· Look for situations that could create obstacles or challenges in the event of an emergency.

· Maintain all fire lanes, fire hydrants, and fire department connections free from vehicles and obstructions.

· Make sure that you have the adequate number of trained staff on-duty for the number of occupants (30:1).

· Identify the person responsible for maintaining occupant load under posted limits. Fire official may request to see an accurate number of occupants upon inspection.
· Ensure the facility never exceeds its occupant load limit. 

· Patrons waiting to enter building shall be in a orderly file and clear from egress paths. Initiate a fire alarm if necessary, directing occupants to exits. 

· Identify the person responsible for making exit announcements.

· Assure that exit announcements are made via an audible announcement prior to the start of each special program or performance notifying occupants of the locations of exits to be used in emergencies. 

· Retain a copy of each completed Fire Safety Survey on the premises for at least one year. The original survey shall be kept on the premises and be subject to inspection by Charleston Fire Marshal or his designee.
SPECIAL EFFECTS AND INDOOR PYROTECHNICS ARE PROHIBITED from use without prior pre-approval and permits.

SEVERE WEATHER PLAN


Compliance Codes: OSHA 1910 

Our severe weather plan identifies protective actions to take during severe weather by management, staff personnel, and attendees of special events sponsored by [name of business]. We must exercise flexibility when implementing this plan because of the wide variety and threat levels of severe weather that occur in the Charleston area.  If discretion is exercised, our managers will err on the side of safety.

The possibility of severe weather may exist at any time. 

· [Designate a person] responsible for employee safety during normal business hours and special events.

· [Designate the person] to monitor weather conditions at least a day before the event, morning of event, and during the event. 

· Notification Procedures

· Before the event - If severe weather is anticipated for the time frame the event is scheduled, make plans to cancel or postpone the event.

· During the event - If severe weather occurs during the event, [name] will make appropriate announcements to those in attendance. 
· Severe Thunderstorm Watch - If a Severe Thunderstorm Watch is issued for the area, the following announcement will be made: A Severe Thunderstorm Watch is in effect for Charleston or Berkeley County. The event is canceled/postponed until further notice.  Please leave the area in a orderly fashion..

· Severe Thunderstorm Warning - If a Severe Thunderstorm Warning is issued for the area, the following announcement will be made: A Severe Thunderstorm Warning is in effect for Charleston or Berkeley County.  The event is canceled/postponed until further notice.  Please leave the area in an orderly fashion.

· Tornado Watch - If a Tornado Watch is issued for the area, the following announcement will be made: A Tornado Watch is in effect for Charleston or Berkeley County.  The event is canceled/postponed until further notice/until the Tornado Watch expires or is canceled by the National Weather Service.  Please leave the area in an orderly fashion.
· Tornado Warning - If a Tornado Warning is issued for the area, the following announcement will be made: A Tornado Warning is in effect for Charleston or Berkeley County.  Take cover immediately.  Do not go to your vehicle.  Go to          . designated place.

· Tornado Sighting/Touchdown - If a Tornado has been sighted in the area, or if a touchdown has occurred, the following announcement will be made: A Tornado has been sighted.  All persons should take cover immediately.  Do not go to your vehicle.  Go to                    _____.
· Other Severe Weather - If other severe weather occurs (such as heavy rain, high winds, lightning, hail, etc.), all activities will be interrupted immediately and the following announcement will be made: This event is canceled/postponed until further notice.  Please leave the area/take cover in a orderly fashion. 

IDENTIFICATION OF BEST AVAILABLE PROTECTIVE AREAS

· In the event of a Tornado Warning, sighting, or touchdown, the following locations are designated as the best available protective areas for outside, open spaces [identify and specify safe areas]: 

· In the event of a Tornado Warning, sighting, or touchdown the following locations are designated as the best available protective areas for inside areas [identify and specify safe areas]: 

SECURITY THREATS AND ASSESSMENT

Compliance Codes: Ordinance 2013-55 
A risk assessment provides our business with the information it needs to create emergency-specific plans and protocols. It can be proactive (such as examining the security risks present on the exterior of the building in order to ward off or prevent burglaries) or reactive (such as considering scenarios and actions to be taken in the event that a situation occurs within the building). The facility managers will responsible for routinely surveying the following elements. 
General 
a) Verify building access points supervised.
b) Maintain building doors and egresses in proper working condition.
c) Maintain external windows secured and in good condition.
d) Check the security of doors and windows before closing the business. 
e) Maintain landscaping to promote visibility around the perimeter of your building.
f) Maintain exterior lighting around the perimeter of the building and in parking areas. 
g) Maintain on site security systems and track who has access to the system. 
h) Ensure staff understands the procedures to activate and deactivate the security alarm system.
i) Maintain CCTV or other recording equipment and ensure staff members are available and trained to operate the system. 
j) Ensure CCTV or other recording devices provide adequate coverage of the premise. 

k) Determine who has keys/access to the facility and maintain key logs. 

l) Identify safe storage locations for critical information or records (fire proof safe, offsite location, etc.) and determine who should have access. 
Property Identification

a) Maintain records of the make, model, and serial numbers of important business items or equipment. 
b) Take photographs of the facility and property and store at a safe location.
Communication Devices

a) Post emergency contact numbers on or near business telephones.
b) Password protect business computers and change the passwords frequently. 
c) Maintain antivirus software and firewalls and business computers. 
Personnel Security & Safety
a) Train crowd managers and security guards to respond to anticipated emergencies.

b) Clearly instruct staff members on the occupant load limitations and post designated members at the entry door to track, manage, and record occupant load conditions. 

c) Train security personnel on the facilities policies, procedures, and expectations that should be carried out during a disruptive or violent encounter

d) Conduct routine safety briefings with all staff members. 

Cash Handling

a) Establish and train staff on cash-handling procedures.
b) Ensure lockable cash drawers are in place and identify who has access. 
c) Count money outside of the public’s view. 
d) Establish and train staff on cash transportation procedures.
Emergency Planning

a) Maintain a current copy of the emergency in a location accessible to all employees.

b) Notify all employees of the emergency plan location.

c) Conduct refresher training on the emergency plan at least annually.

APPENDIX A

EMERGENCY EVACUATION DIAGRAM


[Insert a copy of your facility’s floor plan; identify all emergency exits and evacuation routes; and note the location of fire extinguishers, fire alarm box, gas shut-off, manual suppression system, and Fire Department Connections (FDC). Sample provided]
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APPENDIX B

ADDITIONAL BUILDING LIFE SAFETY RESOURCES


[This is a sample. Please add your specifics]
1. Smoke Detectors 

a. Serviced and maintained by ADT 
2. Duct Detectors (quantity: 3) 

a. Serviced and maintained by ADT 
3. Monitored Ansul Kitchen Unit 

a. Monitored by ADT 
b. Serviced and maintained by Pye Barker 
4. Basic and regular inspection performed by Kitchen Manager 

5. Fire Extinguishers:  Quantity: 10 (see floor plan, Appendix A) 

a. Serviced and maintained by Pye Barker 

6. Audible/Visual Fire Alerts: (see floor plan) 

a. 8 horns 

b. 6 visible

c. Serviced and maintained by ADT 
7. Sprinkler System 

a. The facility employs a wet sprinkler system, part of a larger overall sprinkler system maintained by the facility owner and additionally inspected by [name of company/employee]. 

Maintenance/Inspection of Fire Safety Systems
· Regular checks and inspections shall be made of all fire safety systems in the business. Annual inspections/testing will be done by ADT and Pye Barker or another designated fire safety service professional. 

Audit of Building Resources
[This is a sample. Please add your specifics]
Nearest Municipal Hydrant Location: 
Right of the main entrance in parking lot (from street view). 

Private Hydrants: 





No 

Lockbox: 






No 

Main Gas Shut off Valve: 
Yes - Located in Right Rear of Building (see floor plan) 

Sprinkler System: 





Yes 

Type: 






Wet 

Connected to Fire Alarm System: 


Yes 

Sprinkler Monitoring Company: 


Yes 

ADT Central Monitoring Center 

Phone: 888-238-2666 Organization Wide 

Phone: 843-745-4000 Charleston County 

Standpipe System: 





No 

 Fire Department Connection: 



Yes 

Located Externally, Out Kitchen Exit to the Right (see floor plan) 

Main Electrical Shut-off Location: 

Located in Left Rear of Building 

Heating: 






Electric 

Fixed Extinguishing System for Commercial 

Cooking Equipment: 





Yes 

Type: 






Ansul Wet Agent Range Guard 

Connected to Fire Alarm System: 


No 

Fuel Source: 





Natural Gas 

Fuel Source Shut-off Location: 


Behind building

Portable Fire Extinguishers: 




Yes 

Quantity: 





10 (see floor plan) 

Types: 






1 CO2 

1 Class K

8 ABC 

Emergency Lighting: 





Yes 

Emergency Power: 





No 

Proper Signage: 





Yes - 5 illuminated 

Hazardous Materials on Site: 




Yes (Listed in the Fire Safety Plan) 

 Exits: 







Yes – 3 Emergency; 4 Total 

APPENDIX C

FIRE DRILL RECORD

	Date and Time of     Drill
	# of Attendees
	Completed By:
	Duration of Drill:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Version: 7/16/2013








