POLICY & PROCEDURE
FIRE SAFETY

Policy Statement

Fire prevention is the key to keeping the office and patients safe from fire.   It is the responsibility of all staff members to control and minimize ignition sources/hazards and recognize the typical fire causes.

Procedure

Decorations
1. Use only non-combustible or fire-resistant decorations in the office. Decorations should carry a label indicating that they are non-combustible or fire-resistant. 

2. Live pine trees or branches are not permitted inside the office. They can dry out and become very combustible because of the oils within their chemical make-up. 

3. Artificial trees are not to be placed near exit passageways or doors.

Electrical Safety
1. Refer to: P&P: Electrical Safety
2. Any lighting placed on an artificial tree is to be Underwriters Laboratory (UL) rated and inspected by staff prior to being placed on the tree. Old wires can become brittle and potentially dangerous when stored in attics or other places subjected to high heat. 

3. Plug equipment directly into an outlet or surge protector as to not overload electrical circuits.  Multiple cords can lead to overheating and result in a fire.  

4. Immediately remove from use any cord that feels hot to the touch.  (Any electrical device that smells hot, emits any odor or smoke should immediately be unplugged, removed from service and thrown out)

Keep lights, especially hi-intensity treatment lights, away from drapes, papers and other combustible items.  Before any piece of electrical equipment is used, staff should inspect that device for frayed, cracked or broken wires. [Note: Never place extension cords underneath rugs, on the floor, around doors or other areas where individuals can walk over them]

Utility Systems
1. Maintain all electrical, heating and air conditioning systems in good operating condition.  Regular preventive maintenance by a qualified person will minimize the potential for a fire to occur in these important utility systems.   

2. Maintain proper operation of the clothes dryer.  
a. clean the lint screen after every use

b. sweep up any accumulation of lint around the dryer (don’t forget to check behind the dryer)

c. check the exhaust duct and outside vent for any blockage; disconnect the dry vent tubing and vacuum inside the tubing as a buildup can occur without visual evidence

3. Permanently label all main gas, water and electrical system shut-offs to assist in a quick shutdown in an emergency. Heat-producing devices like copy machines, coffeemakers, transformers and computer towers require air flow for ventilation.  Don’t store items around air or ventilation openings, periodically vacuum air or ventilation openings.
Smoking
1. Smoking is not permitted inside the office.  

2. Signs are posted to alert both patients and visitors that this is a no-smoking facility. 

3. A metal receptacle is provided to extinguish cigarettes outside the office in the designated smoking area.  

Fire Alarm Systems and Extinguishers
1. Maintain fire extinguishers and fire alarm pull stations to be visible and accessible at all times.  At no time should any piece of fire equipment be blocked or hidden from view. 

2. Check portable fire extinguishers monthly and have them inspected on a yearly basis by a qualified fire protection contractor.  Record inspection date on maintenance sticker.

3. Have the office fire alarm system and automatic sprinkler system (if applicable) tested and maintained by a qualified fire protection contractor according to the most stringent local and/or state fire prevention code (at least semi-annually). 

4. If your office has a sprinkler system, do not store items closer than 18” below the sprinkler heads.

5. Test battery-powered smoke detectors on a monthly basis and replace the batteries on a semi-annual basis.  

6. Have the local fire marshal or fire official walk through the office at least annually to review the fire equipment and fire prevention efforts.  A copy of the most recent annual fire prevention inspection should be displayed or at least maintained in a file for regulatory compliance.
7. Post the emergency response procedure next to the phones, including the telephone number to dial (i.e. 911, 9-911). 

Flammables / Combustibles
1. Never store flammable or combustible liquids in open containers or near heating sources (open flames, heating pipes or units) or near designated areas of egress. 

2. Use approved safety cans for dispensing. 

3. Do not store gasoline powered lawn mowers, leaf blowers or snow blowers inside the office.  They should be stored in the garage or an outside shed. 

4. Use approved non-flammable substitutes where possible.

5. Place propane gas grills away from the office and protect from vehicle damage. Always follow the manufacturer’s fire safety guidelines.  If you smell natural or propane gas notify the local fire department immediately and leave the office.
6. Don’t place combustible items (i.e. towels, paper plates, bread wrappers) near the top of a gas stove. 

7. Maintain at least 36” clearance surrounding the gas heater or hot water tank. Don’t store oily rags in anything other than a safety container designed for the storage of oily rags.
Maintain Proper Egress
1. Keep hallways and corridors free of storage and other potential obstructions.  

2. Don’t place coat racks, potted plants or smaller pieces of furniture near exit passageways as these could easily be knocked over and partially block emergency egress. 

3. Don’t permit paper and other combustible waste to accumulate in storage areas.  

4. Keep corridor doors to storage and trash rooms closed. 

5. Maintain the fire escape at all times, including during periods of inclement weather. Make sure that the window opens easily.

6. Test emergency exit signs on a monthly basis for 30 seconds and on an annual basis for 90 minutes.

7. At the end of normal business hours: 

a. remove trash and empty waste containers 

b. walk through the office and look for items that might be out of place or could present a hazard if left unattended; at the end of the day designate someone to turn off all electrical devices that are not needed after normal business hours

Train Staff
1. Small fires can grow quickly in size and should not be underestimated.
2. Train staff on his/her role in the emergency response plan, including:

a. Location of fire alarm pull stations, portable fire extinguishers, and primary and secondary means of egress out of the building.  Remember: The primary means of egress may be blocked by smoke in a fire and staff members will need to know alternative means of egress in that situation. Furthermore, if your office employs or treats wheelchair-bound individuals you will need a plan for their escape from the fire or have a place for them to wait for emergency assistance from emergency first responders.
b. Proper use of the fire alarm pull stations and portable fire extinguishers.

c. A simple emergency exit plan, which should be displayed inside the office. Remember: test doors before you open them. If the door is hot to the touch you will probably need to use an alternative means of egress.  Also remember that heat and smoke rise in normal conditions and by crawling along the floor you may be able to exit the building on your own.
d. Designate a meeting point for staff outside of the office, remembering that responding fire apparatus may need to get very close to the building to operate effectively.  

3. Conduct periodic emergency response drills on at least an annual basis to review the information with them.
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