C. A. S. H.
County of Alameda Safety and Health
SAMPLE

   Fire Prevention Plan
Office Environment
Paper and cardboard items, clothing, and flammable liquids are combustible and can be ignited when exposed to extreme heat or sparks from electrical appliances and electrical cords. 
PREVENTION 
Items shall not be stored closer than 18” below a sprinkler head.
ACTIVITIES
Janitorial services shall remove discarded materials from the workplace on a regular schedule in order to control accumulations of flammable and combustible waste materials. 

Electrical outlets shall not be loaded beyond their rated capacity.
TRAINING 
Employees shall be apprised of the fire hazards of the materials and processes to which they are exposed. Each employee, upon initial assignment, shall review those parts of this fire prevention plan that the employee must know to protect the employee in the event of an emergency. 
A copy of this plan shall be kept in the safety manual and made available for employee review. 
MAINTENANCE
This facility is equipped with a sprinkler system. The system shall be regularly and properly maintained according to established procedures. *
FIRE EXTINGUISHERS
Extinguishers shall receive an annual maintenance check by a qualified inspector.  Each extinguisher must be tagged at the time of the maintenance check; the tag must show the month and year the maintenance was performed and identify the person performing the services. *
Extinguishers must be visually inspected monthly to ensure that it is fully charged and in operating condition the date the inspection was performed and the initials of the person performing the inspection must be recorded.
FIRE EMERGENCY
Notify the Fire Department immediately – dial 911.  Do not use the portable fire extinguishers unless you have received training within twelve months of the fire emergency.
*NOTE: 
In County owned facilities, the maintenance of the fire protection system and the annual portable fire extinguisher inspections will be coordinated through the General Services Agency, Building Maintenance Department; in leased facilities, through the building owner. 
