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IF YOU DISCOVER A FIRE... 
 

• Activate fire alarm pull station. 
 

 
 

• Phone 9-1-1 or 973-733-7400 to report the fire and your address. 
• Report the fire emergency using the two-way radio to a Superintendent. 
• Fight the fire only if it is small and you are not alone. 
• Evacuate via the nearest safe exit.  
• Assist persons requiring assistance. 
• Proceed to the main entrance (outside evacuation zone) & report to the fire department 

upon arrival. 

IF YOU HEAR A FIRE ALARM... 
 

• Evacuate via the nearest safe exit.  
• Assist persons requiring assistance. 
• Assemble clear of the building and arriving fire apparatus. (Outside evacuation zone) 
• Phone 9-1-1 or 973-733-7400 to report a fire at your address. 
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Fire Preparedness 
 

• Know the location of the two exits closest to your area. Refer to evacuation plan below. 
  

• Count the number of doors between you and each of those exits - in case you must escape 
through a darkened, smoke filled corridor where you can’t read the names on the doors. 
 

• Learn where the nearest pull station is located and how to activate it. 
 

• Save the 9-1-1 or Fire Department Emergency Number on your telephone. 
 

• Learn the sound of the building fire alarm. 
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Evacuation Sequence  
 

During an emergency, a fire alarm will sound, and all occupants will exit the building via a safe 
exit. 
 
The instructions for occupants in case of fire are posted in each area, providing information on 
procedures to follow in the event of a fire. Use of this concept should/will ensure a systematic 
method of safe and orderly evacuation of the building in the event of fire. 
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Fire Evacuation 

 
 

• Use a building telephone only if you are safe from the fire. 
 

• While exiting, walk and do not run. Shut all doors behind you and alert those who have 
difficulty hearing that an emergency evacuation of the building is under-way. Proceed 
along corridors and through exits in a quiet and orderly manner. Do not push or jostle 
other individuals. 
 

• Assist persons requiring assistance to reach the nearest safe exit. 
 

• If you must use an escape route where there is smoke, stay as low as possible. Crawling 
lets you breathe the cleaner air near the floor as you move toward the exit. 

 
• Before you open a closed door, feel it with the back of your hand. If it is hot, leave it 

closed and use your alternate escape route. If it feels normal, brace your body against the 
door and open it a crack - be prepared to slam it shut if heat or smoke starts to rush in. 

 
• If all exits are blocked by fire or smoke, enter a room preferably with an exterior window, 

and seal the cracks in the door with available materials to prevent smoke entering the 
room. Phone 9-1-1 to report your situation, and attract the attention of someone outside 
the building by any possible means. 
 

• When you have reached the outside of the building, move away from the exit allowing 
others behind you to emerge. DO NOT BLOCK EXITS.   

 
• DO NOT enter the building again until permitted by a fire department officer or the fire 

safety director. 
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Portable Fire Extinguishers 

 
Portable fire extinguishers are useful only if you know how to use them, if they are right for the 
type of fire you are fighting, and if the fire is discovered immediately. You should not attempt to 
fight even a small fire until people have been evacuated from the area and the Fire Department 
has been called. NEVER attempt to fight a fire if any of the following is true: 
 

• You are uncertain about how to use the extinguisher. 
• The fire is spreading beyond the immediate area where it started.     
• The fire could block your escape route. 
• You are alone. 

How to use a multi-purpose dry chemical type fire Extinguisher 
 
Remember the word: PASS 

• PULL the pin 
• AIM low... pointing the extinguisher nozzle at the base of the fire 
• SQUEEZE the handle... This releases the extinguishing agent 
• SWEEP from side to side... at the base of the fire until it appears to be out. Watch the 

fire area. If fire breaks out again, repeat use of the extinguisher. 
 

• REPORT to fire department officer, fire safety director or Site Manager.  
 

Most portable fire extinguishers work according to these directions, but some do not. Read and 
follow the directions on the fire extinguishers within your building. 
 
 

 

 



 PNAT Fire Emergency Procedure 
 

2014 PNAT Fire Evacuation Plan Page 6 
 

 

Procedures after fire safety equipment has operated 
 
 
Procedure for false alarm: 

• Ensure the fire department is aware of incident. 
• DO NOT SILENCE OR RESET the fire alarm system. 
• When the fire department is satisfied that the alarm was false, a supervisor will restore 

any activated manual pull stations and reset the system. 
• Complete the incident report (PRISM) 

 
Where a fire has occurred and damaged system wiring and/or detection devices, or you are 
unsure of the reset procedures, a qualified contractor should be contacted to make the necessary 
repairs. 
 
 
Power Outage 
If a power interruption occurs: 

• Remain calm 
• Turn off any unnecessary appliances, computers, office equipment, tools, etc.  Leave 

lights on as an indicator of the return of power. 
• Provide assistance to individuals not familiar with the area. 
• Remain indoors and in the vicinity of your normal work area.  Evacuate if told by 

Superintendents to do so. 
 
 


