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JHOC- Express Testing
Fire Safety Training


Preparation

· Familiarize yourself with the locations of the stairwells, exits, and fire alarm pull stations in your area.
· Ensure doors, especially those to stairwells, are not propped open.  They must remain closed at all times to prevent smoke and fire from entering the escape routes.
· Do not use elevators during a fire emergency
· Maintain all corridors free of obstructions and clutter.
· Fire Extinguishers: DO NOT attempt to use fire extinguishers, even for small fires, unless you have been formally trained on an annual basis by your employer.
· 1st floor of the Outpatient center always evacuates during an emergency.


Upon Hearing the Alarm

· In the event of an emergency all Express Testing Lab and Registration Staff are to ensure that all patients have been evacuated safely by directing them to the main entrance of the Outpatient center to exit.
· Fire Wardens will remain to help guide patients and other people present out the building.
· Staff will exit out of the main entrance of the Outpatient building and meet in front of the Armstrong building to be present for attendance verification.
· Building RE-entry will occur only when the “All Clear” has been announced by building designee.


If You Discover or Suspect a Fire

· Stay calm
· Remove anyone in immediate danger
· Close the door
· PULL THE ALARM (found along your exit route)
· Call 5-4444 (Provide building location, Floor, Clinic, name, Call back number)



I ________________________(Print) understand my role in the event of an emergency evacuation. I have completed the training and I have had my questions answered. I know whom to contact for more information.
The employee was given the appropriate training in the event of fire or another emergency evacuation event. The employee understands the role he/she plays in such an event and has been given the necessary information to act responsibly.


Employee Name: ___________________________    Employee Signature: _______________
Trainer’s Signature: _________________________    Date: __________________________
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