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EMERGENCY EVACUATION PROCEDURES

Fire Wardans/ Assistant Fire Wanéta_rxs

Roles and Responsibilities
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Bia completely famillar with the Fire Safety Plan and make everyona aware of the off-
sibe assembly vaciiation area gt Rittenhouse Square, 18" 8 Walnut Street,

Know your steltwell,and enstire exits are unobstruched.
Fire Wardens must always have ah updabed check list of any disabled employees,
Assigh representatives to ald thosa raquiting asslstance In an-evacuation.

In an émergency évent fire wardens must wear the red fire warden i’eaps for
idéntification, -

When an alarm Is activated, Immediately stop what you are dolng, listen to the
announcaments and follow all directions given in thia message. Note: evacuation may
entall exiting the bullding and moving to the designated off-slte avacuation area at
Rittsnhouise Square, 16" B Walnuk Street (map attached), Xn the event that tha
amaigericy condition raquives a total biillding off-site evacuation, an
additional message will be providad and activated manually.

DO NOT USE THE ELEVATORS, The stalrwells must be used in order to leave the
bullding. ‘The elevators wilf autematically go to the ground floot for the Fire
Daparkment tse only,

Should you hear &h offsite evacuation fessage, the floor wardens willgointo
immediaté action and place on red fife watidan cap for ldentification and PROCEEDR
TO THE NEAREST STAIRWELL. Inspect the stalraiall for smoke, If there 15 smoke;
usa albernata stalrwell, Evacuate the bullding in g calm manner using the handrall 85
you go down the stalrs, Stay with your group until evacuation is completé, Do nok

rernaln on the floor with & person refusing to evacuabe.

Each ¢isabled person should have an asslaned representative to help assst thiem n
the event; of an evacuation. For the physically disabled, Jt Is necessary to move the
person Inta the stalrwell and advise the Fire Diepartment of thelr lacation. so thay can

assist them out of the bullding.

10, Fira Wardens in the stalwell ara to keep the tenants moving guletly down the stalrs

(walljright side), -

- we,
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Role, Responslbilities and Dutles of a Fire Warden

" Fira Wardens can make a significant difference In the success of a Bullding Emergency

Responise plan. Fire Wardens are on the front lines of an emergency response when a fire or
evacuatlon occurs. High tise bulldings In particular beneflt fram the actions of these members

of the emargency response team.

The primary tale of flre wardens s fo lead tha evacuation process of occupants from the floor
during & fire emergency. Thelr guick actions, cleay thinking and calm leadership are vital to

ansuting the safety of hullding occupants durlng & flre emergency.

Fire wardens must have a structura or frama work to follow within the organization to allow
thelt rola to work in pravanting flres.

This structure has to ba ragularly audited and managed Yo ansure it works and protects staff.
Fallute to take It serlous could resultIn a significant fire Incident,

A Fire Wardens roles and responsibilities fall hroadly into 2 categaries:

« Proactive day to day duties
» Reactive emergency dutles

Proactive and day to day duties of a Fire Warden

thay are essentially thete to carry out many alements of & fire ik assessment, to Increase the
chantes of praventing a fire In the first place,

While a workplace fire warden must not: put thamselves at: risk while carrylng out thelr duties,

Actual finalized tasks wili change from organlzation to organization, depending on number of
staff, size of building, contents of hulldlng and so on but, as an axample, Fire Warden tutles In
the work place might include: ‘

o Must be completely famlliar with the Fire/Life Safety Plan and know your fire exit.

shalrwalls, : e .
e Know the Evacuation Assembly Area Is &t Rittenhouse Square, 18" & Walnut Street, (see

map attached)
« Must always have an updated check list of any disabled employees and asslgn them a

reprasentative.
« Al fire exits and routes must remain free from ohstyuction and available at alf times. It Is
‘cruclal that: fire exits are opened to checlc thay are not blocked from the outsida, -

»  Ensuting Fire extingulshers are In thelr correct place, servicad and signed.




11, IMPORTANT: Once you exit the Building, do not, under any conditions,
congregate near or re-entex the building. Contlnue to your offsite avacuation
aren ot Rittanhouse Square, 18" & Walnut: Strest, (map attached).

12, Once at the assembly point In front of Rittenhouse Squiare, 18 and Walnut, Strest:
Flre Wardens must report to Bullding Management personne! for your tenant paddle,
cliphoards, pens and a list of yaur employees that: accessed the bullding.

13. Within Rittenhouse Square, hold up your paddle at an assembly polnt for your
employees to gathar so you can take part In the voll call to enstre everyona has been

accounted for.
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