ETSU PHYSICIANS AND ASSOCIATES

Policy Title:


Fire Control & Evacuation





                 

Policy Manual Section:
OSHA



Policy Number:

OSH 025 A


Effective Date:



Board Approval Date:


Review/Revision History:

	Reviewed by:
	Date:
	Revision Number: (i.e. A, B, C)

	Operations Committee
	10/23/02
	A

	
	
	

	
	
	

	
	
	

	
	
	


APPROVED BY:

Signature:
_______________________________________________________


Chair, Administration and Budget Committee

Signature:
_______________________________________________________



President, Board of Directors
Policy:

It is the policy of ETSU Physicians and Associates to conduct a fire drill or handle a fire in such a manner as to preserve lives, prevent undue panic and prevent the spread of fire. Each employee will be aware of fire exits, fire extinguishers, fire zones and the proper procedures for ensuring fire safety.  All staff members will be aware of the proper steps to be taken in the event of a fire.  It is not intended that any employee take any chance or action that may endanger his/her life; rather, the intent of this policy is to ensure the care and safety of both patients and staff.

Procedure:
To ensure efficiency and safety in the handling of a fire situation, the following steps will be taken:

1.
Employees will be thoroughly trained in the responsibilities and duties that could be required of them.  The OSHA coordinator for each office/laboratory is responsible for ensuring that proper training and education of staff members take place and are documented properly.  

Fire drills will be utilized to simulate possible conditions and to evaluate the 

response of the staff.  These drills will take place at least be semi-annually.

2.
Employees will also be trained in the use and operations of all fire fighting equipment present in the office.  This training is to occur during each employee's initial orientation and at least annually thereafter.  Alarm and notification systems present in the office will also be part of this education and training process, with instruction occurring at initial orientation and each annual reorientation.

3.
Appropriate in-services will be held pertaining to fire safety.

4. General Procedure and Responsibilities

A fire is considered to be an uncontrolled flame and/or smoke.  In the event that a fire is discovered, DO NOT SHOUT "FIRE."  Do not tell patients or visitors that a fire exists, until absolutely necessary.  Stay calm and act quickly, following these steps as simultaneously as possible:

a. R – RESCUE - Remove any patients or visitors from the immediate area.

b. A – ALERT – Activate the appropriate fire alarm.  Notify the supervisor and/or administrator/office manager immediately.  Be prepared to name the location of the fire.  If unable to leave the vicinity of the fire, designate someone to make appropriate notifications.  The person who finds the fire or the designee will call 911 outlining:

· location,

· extent of fire, and

· type of fire.

and, if appropriate, call ETSU Office of Public Safety to advise of fire.

The administrator/office manager or designee will be notified immediately and will determine the need to evacuate the entire office and to notify the staff.  If the need to evacuate exists, following the evacuation procedures for each office/laboratory.

c. C – CONFINE - If possible, close all doors and windows in the area of the fire and in successive areas leading out of the office, and shut off electricity to the area.  Confine the area.  Personnel not involved directly with fighting the fire are to evacuate patients and visitors from the immediate vicinity according to the fire escape plan map (locations of fire extinguishers and clinic fire evacuation exits) located throughout the office/laboratory.

d. E – EXTINGUISH - If possible, and if it is safe to do so, attempt to extinguish or contain the fire using the appropriate equipment until the Fire Department arrives.

5. Specific Procedures and Responsibilities

a. Administrator/office manager or his/her designee:

· Acts as coordinator for fire procedures, evaluates evacuation needs and supervises evacuation if necessary,

· coordinates the closing of doors and windows,

· disconnects utilities to fire zone,

· assists the Fire department if needed,

· checks mechanical equipment,

· secures elevators if applicable,

· assumes responsibility for:

· safety of patients in the area,

· sending personnel to area of need; and,

· keeping corridors and doorways clear,

· secures office,

· designates individual to report to alarm zone until the Fire department arrives,

· notifies appropriate supervisory personnel, and

· secures business, personnel and medical records, if possible.

b. Other personnel:

· report to designated area for instruction,

· close doors and windows,

· designate one employee to monitor the front entrance, asking visitors to remain in waiting areas,

· reassure patients and family members,

· evacuate as directed,

· remain calm, and

· secure business, personnel and medical records, if possible.

6. Evacuation Procedures; Responsibilities and Duties

The following list sets forth responsibilities and duties for the evacuation of personnel from the office/laboratory in the event of fire or similar disaster.  

a. Administrator/Office Manager or his/her designee:

· orders the evacuation of the office,

· personally directs or appoints an individual to direct the evacuation process,

· conducts an accurate head count of all staff and patients once in designated assembly area,

· assures that at all times the safety of the staff and patients comes first in any decision-making process,

· organizes available staff, students and volunteers not already involved with other duties,

· ensures that ambulatory patients are assisted to the degree warranted by a staff member to the designated assembly area, and

· ensures that non-ambulatory patients are located in appropriate areas by staff members trained to “Defend In Place.  These staff members will remain with the patients.  The Administrator/Office Manager or his/her designee will notify the “Incident Commander” with the fire department that there are non-ambulatory patients and staff remaining in the building. They will give the exact location of, and number of individuals remaining in the building.

b. Other personnel:

· perform transportation or give assistance to patients or visitors as instructed,

· keep patients and visitors being assisted moving quickly but calmly, and

· stay with evacuated individuals in the designated assembly area unless instructed to assist with other responsibilities or procedures of containment.

Once outside, everyone is to congregate in the designated assembly area in order to take account of all persons.  No person shall be allowed re-entry into the office/laboratory until fire officials have deemed it safe.
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