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Flames Ignite From Many Sources 
 
Arson: Arson has been a leading cause of fires in general 

office buildings. Minimize the risk by following security pro-
cedures and keeping unauthorized people out of your 
building. Lock doors after business hours and keep clutter 
out of the hallways, lobbies and other public areas. 

Office machines: Heat created by office machines can be 
hazardous. Leave adequate space for air to circulate 
around copy machines, computers and coffee makers. 
Keep appliances clear of papers or anything else that 
might catch fire. Turn off or unplug appliances at the end of 
each day. 

Smoking: Careless smoking is another contributor to fires. 
Smoking should only be allowed in designated areas, and 
smoking materials should be disposed of carefully — not 
dumped in a wastebasket. 

Electricity: If you smell a strange odor, call your mainte-
nance department. Replace cracked or damaged electrical 
cords as soon as they’re discovered. Don’t use extension 
cords. If needed, surge suppressors are acceptable. 

 
Plan on Saving Lives 
 
The best way to survive a fire is to be prepared and have an 
evacuation plan. Get employees involved by teaching them 
how to deliver emergency care before the fire department ar-
rives. Employees should also assist in writing a fire evacuation 
plan and lead co-workers through regular fire drills. The evacu-
ation plan should be reviewed by a knowledgeable fire safety 
person. 
 
Aside from drills, training must include information on how to 
react in a fire emergency. Here are some helpful tips: 
 
Your first priority should be getting out of the building. Do 

not stay back to gather any of your belongings. 
Identify one quick exit and an alternative exit if the primary 

one is blocked. Also, determine a place to escape the 
smoke and heat if there’s no way out. 

Drop to your hands and knees when you can’t avoid 
smoke. If no exit is available, head to a refuge or compart-
ment in the building. 

If needed, close off a room from smoke and heat by seal-
ing the edges of the doors and vents with towels or cloth-
ing. Then call the fire department to report your location. 

Make your local fire department aware of your company’s 
building and its emergency routines. 

Make accommodations and a plan for employees with spe-
cial needs. 

Follow these fire safety tips in your own home. 
 
Follow OSHA’s Lead 
 
OSHA requires companies with more than 10 employees to 
create a written fire prevention plan and communicate it in writ-
ing. Companies with fewer than 10 employees may communi-
cate the plan orally but should have a written plan as well. Un-
der the minimum requirements for this plan, all workplaces 
must provide the following, along with the identification of 
known fire hazards, especially in higher hazard workplaces: 
 
Emergency escape procedures and escape route assign-

ments. 
Procedures to perform prior to evacuation. 
Procedures to account for employees after evacuation. 
Rescue and medical duties for employees trained in first 

aid. 
Means for reporting fires and other emergencies. 
Names and title of persons and/or departments to contact 

for more information and/or certification of duties. 

Drill Fire Safety Into Your Employees 

National Safety Council 
5 Minute Safety Talk 


