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Departmental Shut-down Procedure

Department: Front Office

Acrion Pian Wi iRN19-1

CASE ONE - Discovering a Fire,

eKeep calm. Do not panic and do not shout “Fire”

and do not RUN or ACT in any way that may alarm

guests and colleagues.

s|nvestigate fully to ensure that there is indeed a fire

and to avoid any false alarms.

eRaise the alarm by pulling the nearestred colored
‘Fire alarm handle’

eReport to Fire Control Centre and tell the Call Centre

to report the incident.

*Give your name, department, location, severity,

nature of fire (e.g. cooking, paper, electric, etc...)

eAttempt or put out the fire or control it “If it is safe

to do so” and make every effortto avoid casualties.

«Brief all member on duty and assign tasks

eKeep fire doors closed.

o«Shut all doors. Turn off air condition and switch off

all electrical appliances

eCheck In/QOut form folders, including today’ s

«Count & take care for all the children

oCollect all cash and monetary bills from the cashier

drawer

*Collect the Department Roster

o|f fire is serious and cannot be extinguished,

evacuate and seal off the area.

e|nform and direct guests fo evacuate in a single line

to the nearest exit route and assemble to the hotel

main entrance

oAt assembly area, ensure all members are

accounted for

sRemain at the assemble point until instructed

otherwise.

REMEMBER

Do not use water on an electrical fire.

#All fire extinguishers do not contain the same fire

fighting chemicals. Therefore, an extinguisher should

be used only on the type of fire for which the

particular chemical content is intended.

«Do not use elevator.

eFire hosed should be used by the ERT ( Emergency

Response Team) members only, exceptin cases of

extreme emergency.

«Do not make any speech to anyone unless

authorized by GM or her assigned.
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Departmental Evacuation Procedure B
Department: Front Office

Acrion Pian WL iRn1s-2

CASE TWO - Hearing the Fire Alarm Ringing

Continuously.

eKeep calm and don’ t panic.

+Stop what you are doing.

oBrief all member on duty and assigntasks

s|Inform all guests that an emergency has been
announced and direct them to the nearest exit route.
eShut all doors. Turn off air condition and switch off
all electrical appliances

eCheck In/Out form folders, including today”’ s
o+Count & take care for all the children in your area
sCollect all cash and monetary bills from the cashier
drawer

oCollect the Department Roster

o|f fire is serious and cannot be extinguished,
evacuate and seal off the area.

*Quickly lock the office doors and take away the
keys.

sDirect guests and evacuate in a single line to the
nearest exit route and assemble to hotel main
entrance.

sAt assembly area, ensure all members are
accounted for

sRemain at the assemble point until instructed
otherwise

REMEMBER
¢Do not waste to collect personal belongings.
¢Do not use elevator
¢Do not rush and leave the scene in an orderly
manner.
+Shut all fire doors while you evacuating.
¢|f the room smaoky is found, stoop or crawl and
evacuate as soon as possible.
o|f there are towels, wet them and use them to cover
your mouth & nose to prevent inhaling smoke.
Do not make any speech to anyone unless
authorized by GM or her assigned.

Your fire assembly point is at the Hotel Main

Entrance
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Departmental Shut-down Procedure

Department: Food & Beverage

Acrion Pian WL iRN15-1

CASE ONE - Discovering a Fire,

eKeep calm. Do not panic and do not shout “Fire”

and do not RUN or ACT in any way that may alarm

guests and colleagues.

s|nvestigate fully to ensure that there is indeed a fire

and to avoid any false alarms.

sRaise the alarm by pulling the nearestred colored
‘Fire alarm handle’

oCall “0” forthe hotel’ s Fire Control Centre and

tell the Call Centre to report the incident.

+»Give your name, department, location, severity,

nature of fire (e.g. cooking, paper, electric, etc...)

eAttempt or put out the fire or control it “If it is safe

to do so” and make every effort to avoid casualties.

#Brief all member on duty and assign tasks

sKeep fire doors closed.

oShut all doors. Turn off air condition and switch off
all electrical appliances

#Check In/Out form folders, including today’ s
«Count & take care for all the children

#Collect all cash and monetary bills from the cashier
drawer

#Collect the Department Roster

|f fire is serious and cannot be extinguished,
evacuate and seal off the area.

sInform and direct guests to evacuate in a single line
to the nearest exit route and assemble to the hotel
main entrance

oAt assembly area, ensure all members are
accounted for

sRemain at the assemble point until instructed
otherwise.

REMEMBER

Do not use water on an electrical fire.

#All fire extinguishers do not contain the same fire
fighting chemicals. Therefore, an extinguisher should
be used only on the type of fire for which the
particular chemical contentis intended.

#Do not use elevator.

oFire hosed should be used by the ERT ( Emergency
Response Team) members only, exceptin cases of
extreme emergency.

Do not make any speech to anyone unless
authorized by GM or her assigned.
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Departmental Evacuation Procedure

Department: Food & Beverage

Acrion Pian W iRN15-2

CASE TWO - Hearing the Fire Alarm Ringing

Continuously.

eKeep calm and don’ t panic.

Stop what you are doing.

oBrief all member on duty and assign tasks

s|nform all guests that an emergency has been
announced and direct them to the nearest exit route.
oShut all doors. Turn off air condition and switch off
all electrical appliances

#Check In/Out form folders, including today’ s
oCount & take care for all the children in your area
oCollect all cash and monetary bills from the cashier
drawer

oCollect the Department Roster

o|f fire is serious and cannot be extinguished,
evacuate and seal off the area.

*Quickly lock the office doors and take away the
keys.

eDirectguests and evacuate in a single line to the
nearest exit route and assemble to hotel main
entrance.

oAt assembly area, ensure all members are
accounted for

eRemain at the assemble point until instructed
otherwise

REMEMBER
*Do not waste to collect personal belongings.
*Do not use elevator
¢Do not rush and leave the scene in an orderly
manner.
o#Shut all fire doors while you evacuating.
o|f the room smoky is found, stoop or crawl and
evacuate as soon as possible.
o|f there are towels, wet them and use them to cover
your mouth & nose to prevent inhaling smoke.
Do not make any speech to anyone unless
authorized by GM or her assigned.

Your fire assembly point is at the Hotel Main

Entrance
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Departmental Evacuation Procedure
Department: HOUSEKEEPING -.

Acrion PLan wNutlfimns-1

CASE ONE - Discovering a Fire or smells

smoke

eKeep calm. Do not panic and do not shout “Fire

and do not RUN or ACT in any way that may alarm

guests and colleagues.

sInvestigate fully to ensure that there is indeed a fire

and to avoid any false alarms.

eRaise the alarm by pulling the nearestred colored
‘Fire alarm handle’

oCall “0” forthe hotel’ s Fire Control Centre and

tell the Call Centre to report the incident.

#Give your name, department, location, severity,

nature of fire (e.g. cooking, paper, electric, etc...)

sAttempt or put out the fire or control it “If it is safe

to do so” and make every effort to avoid casualties.

eKeep fire door closed.

eBrief all member on duty and assign tasks

oShut all doors. TURN OFF air condition and switch

off all electrical appliances

oCollect the Department Roster

ePark the Trolley at the Pantry on at guest floors or

vacant room not blocking the evacuation route and/or

potential hazards.

o|f fire is serious and cannot be extinguished,

evacuate and seal off the area.

eAssistin evacuating handicapped guest first, as you

have the room number already and assistin

evacuating other guests in the floor.

eEvacuate in a single line to the nearest exit route

and assemble at the main entrance.

oAt assembly area, ensure all members are

accounted for

eRemain at the assemble point until instructed

otherwise.

REMEMBER

Do not use water on an electricalfire.

oAll fire extinguishers do not contain the same fire

fighting chemicals. Therefore, an extinguisher should

be used only on the type of fire for which the

particular chemical content is intended.

*Do not use elevator.

oFire hosed should be used by the ERT (Emergency

Response Team) members only, except in cases of

extreme emergency.

Do not make any speech to anyone unless

authorized by GM or her assigned.
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Departmental Evacuation Procedure

Department: HOUSEKEEPING

Acrion Pian Wl iRN15-2

CASE TWO - Hearing the Fire Alarm Ringing

Continuously.

eKeep calm, don’ t panic.

«Stop what you are doing.

oBrief all member on duty and assign tasks

sInform all guests that an emergency has been
announced and direct them to the nearest exit route.
eShut all doors. Turn off air condition and turn off
electrical appliances.

oCollect the Department Roster

ePark the Trolleys at the Pantry on at guest floors or
vacant room not blocking the evacuation route and/or
potential hazards.

o|f fire is serious and cannot be extinguished,
evacuate and seal off the area.

*Quickly lock the office doors and take away the
keys.

eAssist in evacuating handicapped guest first, as you
have the room number already and assistin
evacuating other guests in the floor.

eEvacuate in a single line to the nearest exit route
and assemble at the hotel main entrance.

eAt assembly area, ensure all members are
accounted for

sRemain at the assemble point until instructed
otherwise.

REMEMBER
Do not waste to collect personal belongings.
Do not use elevator
Do not rush and leave the scene in an orderly
manner.
oShut all fire doors while you evacuating.
o|f the room smoky is found, stoop or crawl and
evacuate as soon as possible.
o|f there are towels, wet them and use them to cover
your mouth & nose to prevent inhaling smoke.
#Do not make any speech to anyone unless
authorized by GM or her assigned.
Fire assembly point is at the Hotel Main Entrance
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Departmental Evacuation Procedure

Department: HUMAN RESOURCES

Acrion PLan wutlfimns-1

CASE ONE - Discovering a Fire or smell

smoke

eKeep calm. Do not panic and do not shout
“Fire” and do not RUN or ACT in any way that

may alarm guests and colleagues.

eInvestigate fully to ensure that there is indeed a

fire and to avoid any false alarms.

eRaise the alarm by pulling the nearest red

colored ‘Fire alarm handle’

«Call “0” forthe hotel’ s Fire Control Centre

and tell the Call Centre to report the incident.

*Give your name, department, location, severity,

nature of fire (e.g. cooking, paper, electric, etc...)

eAttempt or put out the fire or control it “If itis

safe to do so” and make every effortto avoid

casualties.

oKeep fire doors closed

*Brief all member on duty and assign tasks

*TURN OFF air condition.

*Collect the daily manual log of members Punch
In/Out

®Collect schedule for all staff working file

®Collect expatriate Staff Work Permit

eFor Training staffs should be collect all the
Training soft copies (i.e. CD-ROMs and Thumb
drive)

oShut all doors and all electric appliances.

o|f fire is serious and cannot be extinguished,
evacuate and seal off the area.

eEvacuate in a single line to the nearest exit
route and assemble at the hotel main entrance.
oAt assembly area, ensure all members are
accounted for

eRemain at the assemble point until instructed
otherwise.

REMEMBER

*Do not use water on an electrical fire.

*All fire extinguishers do not contain the same
fire fighting chemicals. Therefore, an
extinguisher should be used only on the type of
fire for which the particular chemical content is
intended.

eDo not use elevator.

oFire hosed should be used by the ERT (
Emergency Response Team) members only,
except in cases of extreme emergency.

*Do not make any speech to anyone unless
authorized by GM or her assigned.
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Departmental Evacuation Procedure B

Department: HUMAN RESOURCES

Acrion Pian WL iRN1s-2

CASE TWO - Hearing the Fire Alarm Ringing

Continuously.

eKeep calm and don”’ t panic.

«Stop what you are doing.

oBriefall member on duty and assign tasks

*TURN OFF air condition.

oCollect the daily manual log of members Punch
In/Out

®Schedule for all staffworking file

®Expatriate Staff Work Permit

oFor Training staffs should be collect all the Training
soft copies (i.e. CD-ROMs and Thumb drive)

oShut all doors and switch off all electric appliances.
o|f fire is serious and cannot be extinguished,
evacuate and seal off the area.

sLock the office doors and take away the key before
evacuation.

sEvacuate in a single line to the nearest exit route
and assemble at the hotel main entrance.

oAt assembly area, ensure all members are
accounted for

eRemain at the assemble point until instructed
otherwise.

REMEMBER
Do not waste to collect personal belongings.
*Do not use elevator
Do not rush and leave the scene in an orderly
manner.
eShut all fire doors while you evacuating.
o|f the room smoky is found, stoop or crawl and
evacuate as soon as possible.
«|f there are towels, wet them and use them to cover
your mouth & nose to prevent inhaling smoke.
Do not make any speech to anyone unless
authorized by GM or her assigned.
Fire assembly point is at the Hotel Main Entrance
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Departmental Shut-down procedure

Department: KITCHEN

Acrion Pian WL iRN15-1

CASE ONE - Discovering a Fire or smell smoke

eKeep calm. Do not panic and do not shout “Fire”

and do not RUN or ACT in any way that may alarm

guests and colleagues.

eInvestigate fully to ensure that there is indeed a fire

and to avoid any false alarms.

eRaise the alarm by pulling the nearest red colored
‘Fire alarm handle’

eCall “0” forthe hotel’ s Fire Control Centre and

tell the Call Centre to report the incident.

«Give your name, department, location, severity,

nature of fire (e.g. cooking, paper, electric, etc...)

eAttempt or put out the fire or control it “If it is safe

to do so” and make every effort to avoid casualties.

eBrief all member on duty and assign tasks

«TURN OFF all gas, MAIN GAS VALVE

eShut all doors. Turn off air condition and switch off

all electrical appliances

*Collect the Department Roster

o|f fire is serious and cannot be extinguished,

evacuate and seal off the area.

eRemove all from passage or blocking the evacuation

route or/and potential hazards.

eEvacuate in a single line to the nearest exit route and

assemble atthe hotel main entrance.

oAt assembly area, ensure all members are

accounted for

eRemain at the assemble point until instructed

otherwise.

REMEMBER

Do not use water on an electrical fire.

sAll fire extinguishers do not contain the same fire
fighting chemicals. Therefore, an extinguisher should
be used only on the type of fire for which the particular
chemical contentis intended.

*Do not use elevator.

eFire hosed should be used by the ERT ( Emergency
Response Team) members only, exceptin cases of
extreme emergency.

*Do not make any speech to anyone unless
authorized by GM or her assigned.
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Departmental Evacuation Procedure

Department: KITCHEN

Acrion Pian WL iRN1s-2

CASE TWO - Hearing the Fire Alarm Ringing

Continuously.

eKeep calm and do not panic.

+Stop what you are doing.

«Brief all member on duty and assign tasks

*TURN OFF all gas, MAIN GAS VALVE

«Shut all doors. Turn off air condition and

switch off all electrical appliances

*Collect the Department Roster.

*Remove all from passage or blocking the

evacuation route or/and potential hazards.

hazards.

o|f fire is serious and cannot be extinguished,
evacuate and seal offthe area.

*Quickly lock the office doors and take away the

keys before evacuation.

eEvacuate in a single line to the nearest exit

route and assemble at the hotel main entrance.

*At assembly area, ensure all members are

accounted for

+Remain at the assemble point until instructed

otherwise.

REMEMBER
*Do not waste to collect personal belongings.
*Do not use elevator
*Do not rush and leave the scene in an orderly
manner.
«Shut all fire doors while you evacuating.
«|f the room smoky is found, stoop or crawl and
evacuate as soon as possible.
o|f there are towels, wet them and use them to
cover your mouth & nose to prevent inhaling
smoke.
+Do not make any speech to anyone unless
authorized by GM or her assigned.

Fire assembly pointis at the Hotel Main

Entrance
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Departmental Shut-down procedure N

Department: Engineering

Acrion Pran: WU IRN -1

CASE ONE - Discovering a Fire,
1. Keep calm. Do not panic and do not shout
“Fire” and do not RUN or ACT in any way that
may alarm guests and colleagues.

2. Investigate fully to ensure that there is indeed a
fire and to avoid any false alarms.

3. Inquiry the placements or locations of fire to clear.

4. Hurry the process situation monitoring the location of
the crime scene as soon as possible. With the initial
fire suppression.

5. Report to Fire Control Centre and tell the Call
Centre to report the incident.

6. Give your name, department, location, severity,
nature of fire (e.g. cooking, paper, electric, etc...)

7. Attempt or put out the fire or control it “If it is

safe to do so” and make every effort to avoid
casualties.

8. Inform all member on duty and assign tasks
9. Have to report the situation and asked for fire support
Firefighters

10. Turn off air condition and switch off all electrical
appliances

11. Entry to the important point, fire pump room, pump
room and engine room MDB Siemens electrical
generator.

12. Collect the Department Roster

13. Iffire is serious and cannot be extinguished,
evacuate and seal off the area.

14. At assembly area, ensure all members are
accounted for

15. Remain at the assemble point until instructed
otherwise.

REMEMBER

*Do not use water on an electrical fire.

oAll fire extinguishers do not contain the same fire
fighting chemicals. Therefore, an extinguisher should
be used only on the type of fire for which the
particular chemical content is intended.

*Do not use elevator.

oFire hosed should be used by the ERT ( Emergency
Response Team) members only, exceptin cases of
extreme emergency.

¢Do not make any speech to anyone unless
authorized by GM or her assigned.
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Departmental Evacuation Procedure

Department: Engineering

Acrion PLan: wuLlfiimns-2

CASE TWO - Hearing the Fire Alarm Ringing

Continuously.

eKeep calm and don’ t panic.

eStop what you are doing.

o Investigate fully to ensure that there is indeed a fire and
to avoid any false alarms.

eReport to Fire Control Centre and tell the Call Centre to
report the incident.

o Inquiry the placements or locations of fire to clear.

e Hurry the process situation monitoring the location of the
crime scene as soon as possible. With the initial fire
suppression.

e Give your name, department, location, severity, nature of
fire (e.g. cooking, paper, electric, etc...)

e Attempt or put out the fire or control it “If it is safe to do
so” and make every effort to avoid casualties.

elnform all member on duty and assign tasks

eHave to report the situation and asked for fire support
Firefighters

eTurn off air condition and switch off all electrical
appliances

eEntry to the important point, fire pump room, pump room
and engine room MDB Siemens electrical generator.

® Collect the Department Roster

o If fire is serious and cannot be extinguished,

e evacuate and seal off the area.

e At assembly area, ensure all members are accounted for
e Remain at the assemble point until instructed otherwise.

REMEMBER
#Do not use water on an electrical fire.
o All fire extinguishers do not contain the same fire
fighting chemicals. Therefore, an extinguisher should be
used only on the type of fire for which the particular
chemical content is intended.
*Do not use elevator.
oFire hosed should be used by the ERT ( Emergency
Response Team) members only, except in cases of
extreme emergency.
eDo not make any speech to anyone unless authorized by
GM or her assigned.
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Departmental Evacuation Procedure
Department: ACCOUNTING & FINANCIAL

Acrion Puax: WU URNNg-1

CASE ONE — Discovering a Fire or smell

smoke

eKeep calm. Do not panic and do not shout
“Fire” and do not RUN or ACT in any way that

may alarm guests and colleagues.

eInvestigate fully to ensure that there is indeed a

fire and to avoid any false alarms.

sRaise the alarm by pulling the nearest red

colored ‘Fire alarm handle’

«Call “0” forthe hotel” s Fire Control Centre

and tell the Call Centre to report the incident.

+Give your name, department, location, severity,

nature of fire (e.g. cooking, paper, electric, etc...)

sAttempt or put out the fire or control it “If itis

safe to do so” and make every effortto avoid

casualties.

+Keep fire doors closed

«Brief all member on duty and assign tasks

*TURN OFF air condition.

+Collect cash and account receivable document,

financial document, and Etc.

» Keep general cashier report / payroll in safe

box.

«Shut all doors and all electric appliances.

o|f fire is serious and cannot be extinguished,

evacuate and seal off the area.

sEvacuate in a single line to the nearest exit
route and assemble at the hotel main entrance.

*At assembly area, ensure all members are

accounted for

«Remain at the assemble point until instructed

otherwise.

REMEMBER

*Do not use water on an electrical fire.

+All fire extinguishers do not contain the same

fire fighting chemicals. Therefore, an

extinguisher should be used only on the type of

fire for which the particular chemical content is
intended.

*Do not use elevator.

sFire hosed should be used by the ERT (
Emergency Response Team) members only,

except in cases of extreme emergency.

+Do not make any speech to anyone unless

authorized by GM or her assigned.
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Departmental Evacuation Procedure
Department: ACCOUNTING & FINANCIAL

Acrion Piax: WU URNNg-2

o & = o 3 o od
CASE TWO — Hearing the Fire Alarm Ringing|#01unstif 2 - inalafudanuudunnaniduiiaiu
- ' ' =
afifaLlag

Continuously.

eKeep calm and don’ t panic.
«Stop what you are doing. *1igAN1SUALANUNNDEIN

eBrief all member on duty and assign tasks eudaniinauansUfifnuuazutiaifsuingau
*TURN OFF air condition.

oCollect cash and accountreceivable document, N L o -
financial document, and Etc. 051USINWNUAALUA=LANANSAVAYNNLLT LU LANRISRNUL,

0537 lNAUAS=UUN

oilaLAzavliuaInIAVN NG

o Keep general cashier report / payroll in safe box. LANFISNINASIAY, =A%
o#Shut all doors and switch off all electric appliances.
o|f fire is serious and cannot be extinguished, oo a
evacuate and seal off the area. ’lw,eﬂue'aal .

eLock the office doors and take away the key before |eiladszpiavanuazilapsacldliilimnalia
evacuation.

eEvacuate in a single line to the nearest exit route
and assemble at the hotel main entrance.
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oAt assembly area, ensure all members are Oa'aﬁwmmqml,mzl,nuqrgLLa‘lﬂnum
accounted for eanawluunidarlliinaanilnanga uaraanllsiudn
eRemain at the assemble point until instructed o 4 A o
X AUNUSLIUAAUL
otherwise. N o _ . o
efanilaingandinnnauldsanudinananan
REMEMBER esqufNuUNansINNALNasasumAsall
*Do not waste to collect personal belongings.
*Do not use elevator . danA1541
¢Do not rush and leave the scene in an orderly o = v o
eagdarar lunisiivuadlddiudn
manner.
oShut all fire doors while you evacuating. enaldanlunsaifinumenaalud
oIf the room smoky is found, stoop or crawl and eafNsusauRaNAINANUNLAALIER IiIunaasaananain

evacuate as soon as possible.

¢|f there are towels, wet them and use them to cover | _ . L.
your mouth & nose to prevent inhaling smoke. 01Jmﬂez@uaqm1ﬂ1uuezua'1QEWﬂw .
eDo not make any speech to anyone unless eimaluriasfipiulifindu IvvinunaauvidaAuAaIus
authorized by GM or her assigned.

Fire assembly point is at the Hotel Main Entrance
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