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I. Policy

This program provides the minimum steps required of all Department Name employees to ensure that the Department Name Fire Prevention and Protection Policy is successfully and consistently implemented. 

This program is designed to protect Department Name employees from workplace fires, prevent such occurrences, and to limit the loss of life and property as a result of a fire.  This program is applicable at the Department Name location. The program shall include:

· Facility inspections

· Provision of fire extinguishers and fire suppression systems

· Training in the use of fire extinguishers

· Proper storage of flammable liquids

· Work practices such as limits on smoking areas and precautions to be used during hot work

II. References

A. 29 CFR 1910.38(b), Fire Prevention Plans  

B. 29 CFR 1910.147, Portable Fire Extinguishers

C. NFPA 30, Combustible and Flammable Liquids

III. Definitions

Incipient – Just beginning, just coming into existence, or early stages.

Fire Suppression Systems – Fix mechanical systems, such as a Halon or sprinklers designed to contain, isolated and extinguish open flames and/or fires. 

Fire Drill – A planned response to an emergency exercise, by the systematic assembly    

                     and evacuation of employees by a prescribe route to rally point.

IV. Responsibilities

A. Managers and first line supervision should evaluate their work areas, complete the necessary blanks and appendices in this program, and conduct the required inspections of areas for which they are responsible.

B. First line supervision should ensure their personnel are familiar with these procedures, adhere to its guidelines, and develop more detailed procedures when necessary.

C. The Safety Officer is available to provide guidance and is responsible for evaluating the administration of this procedure throughout the Department Name. The Safety Officer or designee shall ensure all facilities operated by the Department or occupied by Department employees are inspected at least annually to evaluate all aspects of the fire prevention and protection program. Areas where flammable liquids are stored should be inspected at least monthly. The inspections should follow the Facility Inspection Checklist as specified in Section D of this AIPP. The inspections shall include: 

· Verification that fire extinguishers are placed so that travel of no more than 75 feet is necessary to reach a fire extinguisher.

· Verification that fire extinguishers have been serviced within the last year. Fire extinguishers that do not have a current certification must be taken out of service.

· Verification that flammable liquids are stored properly.

· Verification that fire exits are not blocked and that stored materials do not block aisles. 

· Verification that combustible materials are stored properly. 

· Verification that fixed fire suppression equipment such as sprinkler or Halon systems are certified at least annually.

Deficiencies identified in the inspections shall be recorded on the inspection checklist and communicated to the department or facility manager. Minor issues that can be corrected should be corrected immediately. The facility or department manager shall ensure all other deficiencies are corrected and report progress to the Safety Officer or designee.

V. Workplace Fire Hazards and Ignition Sources

A.
The potential fire hazards and ignition sources at this facility are listed in Appendix A – Fire Prevention Plan.


Note:
Some examples are flammable and combustible liquids storage, appliances and equipment that generate heat, and large accumulation of waste paper.


B.
The actions necessary to eliminate or minimize the danger of these hazards are listed in Appendix A.




Note:
Some examples are fire cabinets, limited storage, and isolation.

C.
The name(s) or title(s) of the individuals responsible for the above noted actions are listed in Appendix A.

D. Quarterly inspections of the facility shall be conducted to determine possible new sources of ignition and to check the safety control devices on all heat producing equipment.  
E. Flammable liquids must be stored properly to prevent fires or to limit the potential damage if a fire occurs. Refer to the OSHA standard 29 CFR 1910.106 for storage requirements and limits. 

The following definitions apply

"Combustible liquid" means any liquid having a flashpoint at or above 100 deg. F. (37.8 deg. C.) Combustible liquids shall be divided into two classes as follows:

"Class II liquids" shall include those with flashpoints at or above 100 deg. F. (37.8 deg. C.) and below 140 deg. F. (60 deg. C.), except any mixture having components with flashpoints of 200 deg. F. (93.3 deg. C.) or higher, the volume of which make up 99 percent or more of the total volume of the mixture.

"Class III liquids" shall include those with flashpoints at or above 140 deg. F. (60 deg. C.) Class III liquids are subdivided into two subclasses:

"Class IIIA liquids" shall include those with flashpoints at or above 140 deg. F. (60 deg. C.) and below 200 deg. F. (93.3 deg. C.), except any mixture having components with flashpoints of 200 deg. F. (93.3 deg. C.), or higher, the total volume of which make up 99 percent or more of the total volume of the mixture.

"Class IIIB liquids" shall include those with flashpoints at or above 200 deg. F. (93.3 deg. C.). This section does not cover Class IIIB liquids. Where the term "Class III liquids" is used in this section, it shall mean only Class IIIA liquids. When a combustible liquid is heated for use to within 30 deg. F. (16.7 deg. C.) of its flashpoint, it shall be handled in accordance with the requirements for the next lower class of liquids.

"Flammable liquid" means any liquid having a flashpoint below 100 deg. F. (37.8 deg. C.), except any mixture having components with flashpoints of 100 deg. F. (37.8 deg. C.) or higher, the total of which make up 99 percent or more of the total volume of the mixture. Flammable liquids shall be known as Class I liquids. Class I liquids are divided into three classes as follows:

Class IA shall include liquids having flashpoints below 73 deg. F. (22.8 deg. C.) and having a boiling point below 100 deg. F. (37.8 deg. C.).

Class IB shall include liquids having flashpoints below 73 deg. F. (22.8 deg. C.) and having a boiling point at or above 100 deg. F. (37.8 deg. C.).

Class IC shall include liquids having flashpoints at or above 73 deg. F. (22.8 deg. C.) and below 100 deg. F. (37.8 deg. C.).

This program refers in particular to the following classes of materials:

A. Class IB flammable liquids such as gasoline.

B. Class IC flammable materials such as paint thinner, mineral spirits, and turpentine. 

C. Class II combustible liquids such as fuel oil and kerosene.

1. Storage of Flammables and Combustibles Inside Buildings

The following guidelines shall be followed for the storage of flammable and combustible liquids inside buildings.

· A maximum of 120 gallons of Class IB, Class IC, Class II or Class III liquids may be stored inside one fire area of a maintenance building or shop, and outside of a flammable storage cabinet or storage room. Such materials should not be stored in office buildings, except for the materials that are necessary for the operation of the building. Quantities in excess of 120 gallons must be stored inside a flammable storage cabinet or inside a storage room. Refer to 29 CFR 1910.106 for the requirements of storage rooms.

· Liquids must be stored in metal cans, safety cans, or drums. The containers must be labeled according to Hazard Communication requirements. Class IB liquids may be stored in safety cans or metal cans of 5 gallons capacity or less. No more than one quart of a Class IB liquid may be stored in glass or approved plastic containers.

· The storage area must be kept free of trash and other combustible materials.

· Aisles and access to the storage area must be kept free of stored materials.

· Class IB, Class IC, Class II or Class III liquids should not be stored inside the basement of any building.

· A fire extinguisher must be placed no less than 10 feet and no more than 25 feet from a Class I or Class II storage area.

· No Smoking signs shall be posted in Class I and Class II storage areas.

2.  Storage of Flammables and Combustibles in Outside Storage Areas

The following guidelines shall be followed for the storage of flammable and combustible liquids outside buildings:

· Fuel oil and gasoline tanks in outside aboveground storage areas shall be      

      diked to capacity using concrete curbs or other enclosures. 

· Tanks shall be protected from vehicle damage by barriers or high curbs. 

· There shall be no combustible materials, empty or full drums, or barrels   

      inside the diked area.

· The distance between flammable or combustible storage tanks shall be at   


least three feet.

· There shall be a clear zone around tanks and the zone shall be free of 


weeds, trash and other combustible materials.

· Liquid petroleum gas (LPG) tanks shall be placed at least 20 feet from


flammable or combustible storage tanks.

· Class I liquids may only be dispensed when the nozzle from the tank and


the container are electrically connected. 

· Smoking shall be prohibited within 50 feet of fuel storage areas.

VI. Fire Protection Equipment and Work Practices

A.
The type and location of fire protection equipment available at this facility is:


Note:
Depending on the local building codes the facility might contain fire alarms, fire extinguishers, and sprinkler systems.

B.
The name(s) or title(s) of the individuals responsible for maintaining this equipment are:

Note:
Monthly fire extinguisher inspections can be done in-house (See Appendix B) or by the fire extinguisher supplier.  Fire extinguisher inspections and sprinkler systems must be inspected by the vendor annually.

C. If available, fire extinguishers can be used to fight incipient fires.  Only personnel trained in the proper use of fire extinguishers may use the extinguisher to fight incipient fires.  

All fire extinguishers shall be inspected monthly to ensure they are fully charged and secured with a wire seal. The monthly inspection shall be documented on the card attached to the fire extinguisher.

D.   Smoking

Smoking shall be prohibited in areas where flammable and combustible materials are stored or dispensed.

The City of Philadelphia has a no smoking policy for all City owned and leased buildings and vehicles. 
VII. Fire Drills

A.
Each facility will conduct fire drills a minimum of twice per year.  


B.
The name of the individual responsible for the conducting periodic fire drills is:


C.
Fire drills will not be announced in advanced 


D.
No individual is exempt from reacting to a fire alarm or signal.  All personnel are expected to behave the same way in a drill as they would in an actual emergency.

VIII. Training

A. All Department Name personnel must be made aware of the information contained in this program; in addition to the information contained it the emergency action plan.  
B. If Department Name employees are expected to fight fires using fire extinguishers, the Department Safety Officer shall ensure employees receive training in the proper use of fire extinguishers. The training shall be provided upon an employee’s assignment in an area where fire extinguishers may be used, and repeated annually. The Department Supervisor or Safety Officer shall maintain records of training according to Department guidelines. 

IX. Record Keeping

A. Training – The Department Name must maintain records of Fire Prevention and Protection training and is encouraged to enter the data into each employees training record through the Training Department’s training system.   The following minimum data must be recorded:

1. People trained;

2. Date of training;

3. Proficiency results (if any); and

4. Instructor.

B. Procedure Review – Records of annual procedure reviews must be kept by Department Safety Officer and/or Supervisor.
                                 APPENDIX A

FIRE PREVENTION PLAN

	POTENTIAL HAZARDS
	CORRECTIVE ACTIONS

(CONTROL PROCEDURES)
	RESPONSIBILITY

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Completed by:


	Title:
	Date:


                APPENDIX B

MONTHLY FIRE EXTINGUISHER INSPECTIONS

Fire extinguishers must be inspected monthly and shall be:


1.
Labeled with a fire extinguisher sign


2.
Mounted


3.
Charged


4.
Not blocked 

After the inspection the inspector must place his/her initials and date on the back of the fire extinguisher card. 
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