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SUBJECT

I.- SCOPE:

Repuhlika ng Pilipinas
PAMBANSANG PANGASIWAAN NG PATU.LIG
(National Irrigation Administration)

Lung sod ng Quezon ’

MC # 38 s. 1985

MBEMORANDUM CIRCULAR

The Assistant Administrators, Regional Irriéatioﬁ Directors,
Project/Operations Managers, Staff/Division:Heads, Security
Services and all Field Office Personnel

Fire Suppression and Control Plan-(Regional and Project Offices)

This MEMORANDUM CIRCULAR on Fire Suppression and Control Plan

for Office and Yard wuildings shall apply to all NIA Regional and Project

Offices except the Central Offlce at the National Capital Regicn which has
a separate fire plan. ,

s

11. PURPOSB: This PRire Suppresslon and Control Plan prescrines the organi-
zation and training of its mem«ers and outlines the procedures to ne fol-
lowed wy all officials and employees concerned for a timely, expedient, sim-
plified and effective method of:

(a)

)

(c)

(d)

preventing and contrnliling fires;

ensuring an orderly and systematic evacuation of personnel to
prevent panic or stampede which may endanger their lives;

securing, evacuating and safeguardlng office documents, equip-
ment, supplies and other valuanle items; and

conducting periodic inspections and annual fire drill exercises

as required wy the implementing rules and regulations of PD-1185.
(Fi;e Code of the Philippines)

I1I1. ORGANIZATION:

A.

Fire Command

a~

To ensure harmony and eff1c1ency in preventing and comwmatting
fires, the personnel shall we organized into one Fire Command. The
Pire Command shall e under the overall command and supervision of
the Regional Director/Project/Operations Manager.

Be

Fire prigade

-

(a) Under the Fire Command is a Fire prigade headed wy a Fire

Marshal and @assisted ny a Deputy Fire Marehal as indicated
in an organization chart. (encl. I) This organization
chart shall he posted conspicuosly in every Fire Zone.

The Chief, Bngineering/Operations Division is designated
as the Fire Marshal whose duties are as follows:

(1) Acts as adviser of the Head of Office on matters
pertaining to fire prevention, suppression and control;

(2) Acts as the overall commander of %he different fire
groups;

(3) Directs the fire fighting and rescue operations; and
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(4) Coordinates the services of various local Fire and
Police Departments (Integrated National Police).

(h) Assisting the Fire Marshal is the Deputy Fire Marshal
who shall perform the functions of the Fire Marshal in case
the former is arsent. The Chief, Equipment Management
Division is designated as Deputy Fire Marshal.

C. Fire Groups =

1, The Fire Brigade shall pe divided into different Fire Groups
in each fire zone or floor area of the wuilding. The duties of the
Pire Groups under a Team Leader are summarized as follows:

.+ Re Pifé-Fiphtinp-Group
a.1 Shall initially suppress, control and put out the
fire wy using the availanle fire fighting equipment
in the wuilding. -

a.2 Upon arrival of the punlic fire fighting units, the
fire fighting group shall withdraw from the area on
fire and reinforce the Salvage/Bvacuation Group.’

a+3 Shall familiariZe themselves with actual firefighting
operations and we aware of the fire hazards involved
in their respective areas of operatioil.

-

he Salvage/Evacuation Group

hel Shall we responsinle for evacuating documents, records,
equipment and other valuanle items to the designated
gafe area as temporary shelter away from the wuilding
~ on fire.

h+.2 Shall assist thosec who are fainting, physically handi-
capped or hysterical to vacate the fire area and con=-
duct them safely to the designated temporary first

~%  aid shelter.

he3 When time permits, shall ensure that all records,
documents, equipment and other office property
evacuated are properly handled, identified and
received to prevent their loss, compromise or mis-
placement.

c. Security/Alarm and First Aid Group

ce.l Shall ne responsinle for alarmiﬁg employees and
controlling the traffic in the wuilding in an orderly,
safe and expeditious manner to ensure a smooth and
effective evacuation of personnel, documents, equip-
ment and other office property.

c.2 Shall provide first aid and medical assistance to
injured or affected fire victims at designated first
aid shelter and facilitate conveyance to nearest
hospital when required.

ce3 Shall cordon the salvage area and provide security
for all evacuated documents, records and office
equipment to Prevent their loss, misplacement and/or
compromise « _
2« Bach fire group shall re headed »y a Team lLeader who shall
supervise and account for the work of his team.

-
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3. Division Managers shall we responsinle for organizing and over-
seeing the Fire Groups among the personnel under them and for choosing
competent personnel to head each group as Team Leader.

IV. FIRB ZONES

For burposes‘of supervision and implementation of control measures,
the installation shall we divided into Fire Zones or Floor Areas, as followss

Zone I -~ Ground Floor (gldg. A, B, C)
Zone 2 - 2nd Floor (pldg, A, B, C)
“ Zone 3 - 3rd Floor, etc.

When a Regional Office arld Project Offlce share a cormon building within
the same Fire Zone and not separated by a rixed wall or enclosure, an 1mag1-
nary line shall pe-established to delineate responsibility and accountahlllty
of hoth offices. However, fire suppression and control action shall ke coor-
dinated and synchronized to attain maximum result in our onjective.

V. ACTION IN CASE OF FIRE

A. During Office Hours -

1. Existence of Fire - Upon notice of fire in the huilding, the
person/persons noticing it first shall immediately give the alarm, '"'SUNOG"
or "FIRE" repeatedly, loud enough to he heard hy other personnel in the
vicinity. He/They shall right away notify the Administrative Officer or
his equivalent who shall thereupon notify the Reglonal Director/Project/
Operations Manager on the existence of fire.

2. TFire Alarm - Upon notice of fire in the wuilding, the Team
Leader of the Security/Alarm and First Aid Group in the Fire Zone involved
or his assistant shall immediately opcrate the Fire Alarm Stationm in the
hulldlng (fire alarm station shall we conspicuous}ly indicated in the Pire
Exit Plan of each fire zone). The fire alarm is usually a continuous sound
of the well and should he distinct from the work hour signal to avoid con-
fusion. -

.

3. When firc alarm is sounded, all memhers of the Fire Groups dn
the zone/zones on fire or directly threatened ny fire shall immediatéﬁy
form themselves into their respective Fire Geoups and shall immediately
function according to the specified missions and duties of the Fire Groups.
On the other hand, mewhcrs of the Fire Groups in the fire zone/zones not
directly threatened hy fire shall await instructions from the Fire Marshal.

4. JIn case of fires, it shall he the duty of the Security/Alarm
and First Aid Group to call immediatcly the Fire and Police Departments
(Integrated National Police) for security reasons. However, any employee
near a telephone who shall first see the fire must immediately call the
fire and police departments. To descrine the fire, say "There is a fire
at the floor of the NIA Bldg along the national highway
beside the NGA Warehouse, La&anatuan City". All divisions heads are thus
herehy instructed to include in the telephone directory posted weside the
telephone stations the telephone numhers of their respective local fire
and police departments for immediate zssistance. - - -

Se All doors, filing caninets and lockers shall we closed nhut
left unlocked to facilitate evacuation of records, documents, equipment
and other valuar le property. Evacuation of property shall nd in accordance
with the priorities listed in item VI, paragraph 2. :

-

6. Parking arcas near the wuilding on fire shall ne immediately
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cleared of parked vehicles. NIA vehicles shall we parked at
the side street near the NIA compound with the drivers on ready
alert for emergency mission in eonnection with the fire victims.

7s No other NIA property shall we wrought out of office compound

in case of fire without the autharity of the Regional Director/
Project/Operation Manager or their delegated representative.

Such property nrought out of the compound during the fire shall
he properly recorded and such authorized person wringing out the
property identified ny the gate security guard on duty and

remains an accountanility of such authorized person until returned
and properly cleared of such property accountanility. This

record of property nrought out of the cocpound during a~fire

shall we reported impediately to the Administrator wy the Regional
Director and Project/Operations Manager for information and
appraisal.-: - '

8. Entrance gates shall we cleared of human and vehicle traffic
to facilitate entrance of fire trucks from the 1oca1 fire depart-
mente .

9. The Security Guard on duty shall always provide necessary secu-
rity for office personnel and property and direct and control’
traffic at the gates. Security guards assigned at the wuilding
shall similarly provide such services.

10. All female employees not _assigned to the Eire Groups shall go
immediately to open spaces away from the wuilding on fire after
securing their personal welongings.

11. When fire is extinguished, the Fire Marshal shall give an
"ALL CLBAR" signal wy shouting "ALL CLEAR" several times. He
shall immediately report the fire incident to the Regional
Director/Project/Operations- Manager on the pronanle causc and
effect of the fire. Thereafter, the Head of Office shall
suhmit a Fire Investigation Report to the /dministrator. An
investigator from the Central Office or any other investigation
agency of the government may we required if circumstances of
fire otcurence warrants such action. -

12. Salvagedtand evacuated property shall we properly secured and
protected from the elements. An audit account on firg losses
and damage to propeety shall ne prepared immediately after the

" fire ny the Finance/iManagement Division and report suwmitted
to Head of Office.

B. During-Non-office Hours

1. Security Guards on Duty shall immediately call the nearest
local Fire Department and take immediate action to~put out the fire.

2. They shall then evacuate whatever valuable property they could
carry to 8 secured and safe place.

A 3. They shxll close the gate and allow only office personnel and
Fire/lLaw Enforcement personnel to enter the compound.

4. They shall call the local police Department to provide security
for the area. - ~

Se The.highest ranking memwer of the Security Force on duty,
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whether in-house or contractual; chall automatically act as the Fire Marshal
until the time Firem.n shail have arrived.

6. The acting Firc Marshal ¢hall imnmediately notify the nearest
senior official living in the area who shall thereupon notify the Head of
Office of the existence of the fire. The ,¢ministrative Officer or his
equivalent shall investigate and report the fire incident to the Head of
Office.

VI. COORDINATION OF GROUP SERVICES

1. The Fire Marshal shall sec to it that close coordination among the
Fire ‘Groups and Building Miintedauce personnel is maintained at all times.
He shall direct and supervisz firefighting operations.

2. Salvage/Evacuaticn groups waall evacuate office property in accor-
dance with priorities lis*=:d hereunder (as indicared wy color schemes).

Priority I .(red) - 1p-classifiod files/documentsc:..s
- lp-important office records

Priority II (preen) - 2A-portanle office equipment
- - 2p-office furnitures

Priority 1Ii (+1lue) .. 3f~office supplics
- 3p-others not listed in
priorities 1 and II

3. Salvage/Evacuatic: groups which fiaish S@CU*lnP and evacuating
their office prioritics shall automatically reinforce their counterpart
in the zone/zones en fire or directly threatened wy fire.

4. It shall we the primary responsinility of the Administrative Officer
to see to it that all firefighting appliznces, hydrants and protective s;g-
nalling system installed in the v.uilding are properly functioning ang are in
good operawle conditions 2t all times.

5. Medical and First Aid Services shall provide immediate first aid
assistance to fire victims nrought to their attention and care and when
necessary, shall accampany fire victims to the nearest hospital/clinic
for necessary medical services.

VII. IOCATION OF FIRE FIGHTING APPLIAMCE AND HYDRANTS

L. The fire extirsuishers shall we conspicuously and strategizally
located in all the Fire Zones, readily accessinle and in good operahle
conditions to we used any time fire wreaks out. It should we indicated in
each Fire Bxit Plans (encl1.2) and shall nc conspicuously posted side hy
side with the Fire nrigade Ozganization Chart in ecach Fire Zene.

2. Fire hoses at the hose cabinets shall we connected wy the Fire-
fighting groups to the hydronts and similarly indicated in each Fire Bxit
plan.

3. Water drums, pails, axes and oéncr firefighting materials Tlocally
availawnle shall ne located in readily accessinie jocation near the wuilding
and marked "FOR TFIRE USL C4I'H, Wate: containers for such uses shall always
he filled with water. “

4. Protective 1gra1111g devices installed in the nuilding is an
integral part of firef :gnthg operation and shall we conspicuously located
readily accessinle and” operanle at all times. This nrotective signalling
device shall likewise nc¢ indicated in each Fire Exit Plan.
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VIIi. /CTION IN CASE OF UNCONTROLIABLE FIRE

-~

o

In case where the extent of the fire can no longer e controlled

ty the firefighting groups, or when thick smoke may orliterate vision

and deprive resplratory system and other similar causes as to threaten
lives of employees, the Fire Marshal shall give an order for_all the emplo-
yees to clear the nuilding premises. Bfforts to contain the “fire from
spreading to otlier adjoining property, when feasinle, shall we resorted to,
to minimize losses and damages from fire.

IX. FIRE PRENENTION AND SAFETY

-

1« All personnel shall we -familiar with the wasic fire prevention
measures and with the wasic firefighting equipment and how thesc are operated
and used in various types of fires.

2. All Fire Zones Shdll re provided with appropriate FiTe Exit Plan
and Fire prigade Organlzatlon‘ﬁhart conspicuously posted side vy side within
easy sight of the general puhllc.

3. All personnel shall we familiar with their respective Fire Exit
Plan and shall conduct themselves in an orderly and disciplined manner
during evacuation, 'salvage and rescue operations.

4., All personnel shall endeavor to arate or minimize f1re hazards
in their respe*t;ve Fire Zones. Defects in the elect:cal system shall
readily we corrected and good housekeeping practices shall we onserved all
the time particularly on regular owservance of garhage disposal.

5. The Pire Marshal shall provide the necessary training programs
for the memmers of the Fire Groups which shall consist of the Division Heads
in their respective Fire Zones. Outside resource persons may we authorized
to augment and reinforce local trainors.

X. PIRE DRILL

A. Initial Fir® Drill

~ -

Fire drill exercises shall v« conducted wy the Fire Marshal after
the approval of this Pire Suppression and Control Plan to familiarize all
personnel concerned with their duties and the procedures that they shall
follow in preventing and comwatting fires.

*

Be JAnnual Fire Drill

— ot

Regular Fire dr111 exerc1ses shall ve conducted ny the Pire
Marshal once a year to we part1c1pated in »y all personnel. A report on
Fire Drill shall ne surmitted wy the Fire Marshal to their respective
Regional Director, Project/Operations Managers.
»

XI. AMENDING CLAUSE AND EFFECTIVITY

This fire suppression and control plan amends the fire plan of
March 1977 and takes effect iumediately.

" (SGD.) CESAR L. TECH
/dministrator

1 August 1985



FIRE BRIGADE ORGANIZATICN
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Fire Marshal

Deputy Fire Marshal

rov— el = SO e
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—_—

Salvage/Evacuation Group

‘ Team leaderx

Firefighting Group

. ot

Team leader

|

Security/Alarn/First 4id Sroup

Team leader

—

- PP o 4 = 4 }
Salvage Team Evacuation Team Hoseman Team Fire Bxtinguisher Security/Alarm First Aid/l'edical
(Property) (Personnel) Team Team . Tean
1. 1. %. Je N 1. 1. ‘
2. 2. 2. .2. 2. 2e ' . !
3% 3. ‘ts. 3' 3. 3,
40 4. : 4, ; 4' 4, 4 .
5. 5. 5. 5‘ 5. Se
6 . 6. X8 6. }6. 6 .
7. 7. 17. g7 18. 7.
8. 8. 8. 8 8. 8.
| ;
- ) - .
NOTB: 1Init.ally, the Department Head acts as Fire Marshal in the event of fire in his area of jurisdiction and immediately gives .

fire response orders te his Fire Group and supervise firefighting and rescue operations punding-arrival of Fire ilarshal/Fire Depart:wen:
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