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| 6Y ‘ 6 Times/year ‘ Room maintenance Code D Daily M Monthly H Half Yearly
ay 4 Timeslyear 1FS: 1is number of room , FS = Room type w Weekly Q Quarterly Y Annually
DESCRIPTION CARLTON HOTEL BANGKOK SUKHUMVIT PREVENTIVE MAINTENANCE PLAN : Year 2025
|SSUED BY: ENGINEERING DEPARTMENT. JANUARY FEBRUARY MARCH APRIL MAY JUNE JuLy AUGUST SEPTEMBER OCTOBER NOVEMBER DECEMBER
1 [ 2[3[a]s5| 6] 78] 9|10]11]12]13[14]15[16[17[18[19[20[ 2122 23[24[25] 26| 27[ 28] 29[ 30| 31[32][33[34][35[36[37[38[39]40[41[42]43]44]|45]46] 47] 48[ 49]50[51[52]53
A Room Preventive Maintenance No of Rm.
1_|Family suit rooms (64m?) FS 10 1FS 1FS 1FS 1FS 1FS 1FS 1FS 1FS 1FS 1FS
2_|Excutive suite rooms(64m’) ES 9 1ES 1ES 1ES 1ES 1ES 1ES 1ES 1ES 1ES
3| One-Bedroom Entertainment Suite (102m* ENS 1 1ENS
4| Two-Bedroom Deluxe Suite (102m?) TDS 1 1TDS
5_| Two-Bedroom Carlton Suite(102m?) TCS 1 ircs
6 | Standard rooms (37m’) S 316 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 65 | 6S | 6S | 65 | 4S
Total 338
Averagelweek (room) 6.38 7 7 6 6 6 | 7 7 6 | 6 7 7 6 | 6 7 7] 6 6 7 7 6 | 6 6 | 7 6 7] 6 7 7 6 6 | 7 6 | 7 6 6 | 7 6 | 6 6 7] 7 6 6 6 7] 6 6 | 7 7 6 | 6 6 | 4
B Electrical & Communication System Floor
1_|RMU Panels 18 wilwlwlwlwlwlwl[H|wlwlwlwlwlwlwlwlwlwlwlwlwlw|lw|lw|lw|w|w|w|w|w]w|w]|H|lw[lw]lwl[w[w[wlwl|lwl[w|wl[wlwlwlwlw|lw|w|w|w]|w
2 |m 8 H H
3 _|MDB Panels 8 M M| H M M M M M M| H M M M M
4_|DB Panels Al H Q Q H Q
5 |Load Panels (LP) Al H Q Q H Q Q
6 9A wiw|lwlw|lwlwlwl[H|lw]lw]olwl|lw|lwlwlw|wlwlwlwlwlw|lw|o|lw|w|w|w|w|w|]w|w|H|lw|lw]w|[olw|wlw|lwl[w|wl[wlwlwlw|[w|w|o|lw|w]|w
7_|Lighting Control System Al 4y 0 ay 4y 0 4y 4y Q ay
8 _|RCU Panels & HRMS 1133 Q Q Q
9 _|Lighting Fixtures Common Area B-34 H H
10_|Building System (BMS) 9A Q Q Q
11 |Lightning Protection & Grounding System Al Q Q Q
12 _|AV system Al 4y 4y 4 | H 4y aY H 4y
13 |Fagade lighting system 2 H H
14_|Lfit system Al M M M M M M M M M M M M
15 | Car park system (Gate barrier system) 1 H H
16 _|Cold room monitoring system (X-Web) 9A Y
17_|Lighting systsem for meeting rooms 8.9 H Y H
(o] Plumbing And Sanitary System Floor
1_|Package Booster Pump System 34 Q H Q H Q
2_|Hot Water System and Heat pumps system, Al M M H M M M M M M H M M M M
3 _|Waste Water Treatment Plant B M H| M M M M M M H| M M M M M
4_|Softener Watet Plan & Cold water system. B M M| H M M M M M M H M M M M
5 | Swimming Pool System & Pond system 9A10 M M| H M M M M M M H M M M M
6_|Cold water tanks Roof Y
7 & Sewage Pumps Bl M M M M M M M M M M M M
8 |Vavles and pipes condition Al H H
9 |MEP shaft condtion. All Y
D Fire Protection System Floor
1_|Fire Pump System B wilw|lwlwlwlwlwl|lH|w]lwlwlwlwlwlwlwlwlwlwlwlwlw|lw|lw|lw|w]w|w|w|w]lw|w|w|H|lw]lwlwlw|wlwlwlwlwlwlwlwlwlw|lw|lw|w|w]|w
2 |NN100 1,89.9A Q Q Q
3 |FHC All H H
4_|Fire Alarm System (FACP & Al Devices) Al Q Q Q
5_|Public Address System Al Q Q Q
6 Light & Exit Sign All Q Q Q
7 Light Al M M M M M M M M M M M M
8 |Kitchen fire system All kitchens
9 |Pressurized fan system. Al Q Q Q
10 | Smoke exhaust fans 8 Q Q Q
E HVAC System Floor
1 _|Chiller plant 9A 6Y 6Y 6Y 6Y 6Y 6Y
2_|Cooling Tower plant 10 4y 4y 4y 4y
3 _|Chilled water pumps 9A 4y 4y 4y 4y
4_|Energy Recovery Ventilation 10A 4Y H 4y 4y H 4Y
5_|Chiller Plant 1t System (CPMS) 9A 4y 4y 4y 4y
Softener & Chemical Feed & Bleed Off
6_|System 9A H H
7_|PAU, AHU, FCU (Public area) All H M M M M M H M M ™M M M
8 |FCU (Guest room area) All H M M M M M H M M M M M
9 |Ventilation Fans All M M H M M M M M M H M M M M
F Kitchen And Laundry System Floor
1 _|Main kitchen B M M M M M M M M M M M M
2_|Cold kitchen B M M M M M M M M M M M M
3 _|Staff kitchen B M M M M M M M M M M M M
4_|Uniform B M M M M M M M M M M M M
5_|Cold room B M M M M M M M M M M M M
6 _|Laundry machines 1 M M M M M M M M M M M M
7_|Bakery kitchen 1 M M M M M M M M M M M M
8 |Tuxedo bar 1 M M M M M M M M M M M M
9 |Cold room 1 M M M M M M M M M M M M
10 |Wahlok kitchen 2 M M M M M M M M M M M M
11 |Cold room 2 M M M M M M M M M M M M
|_12 |Banquet kitchen 8 M M M M M M M M M M M M
13 |Cold room 8 M M M M M M M M M M M M
| 14 |Banquet kitchen 9 M M M M M M M M M M M M
15 |Cold room 9 M M M M M M M M M M M M
16 |Kitchen 33 M
17 |Kitchen 34 M
18 |Laundry chute All M H H
19 |LPG System (LPG bulk, Meters & Vavies system) 19 M
G Building & General Public Area Frequency
G1L floor Time/Year
| 1 |MEP rooms 1 Y
2 |staff canteen & Kitchen areas 1 Y
3 |Staff locker room+toilets 2 Y
4_|Uniform room 1 Y
5 |BOH offices 1 Y
6 _|BOH corridors 1 Y
| 7 |Kitchen area. 1 Y
8 |Plate restaurant area. 2 H H
G2 |1 st Floor Time/Year
| 1 |MEP rooms 1 Y
2 |BOH offices 1 Y
3 |BOH corridors 1 Y
4_|Kitchen areas 1 Y
5 |Lobby area 2 Y Y
| 6 [Laundry room 1 Y
7_|Garbage rooms 1 Y
8 |Fist aid room 1 Y
9 |Guest toilets area 2 Y
10 |Hotel internal road & and Lanscape 1 Y
G3 |2 nd Floor Time/Year
| 1 |MEP rooms 1 Y
2 |BOH Stores & offices 1 Y
3 |BOH corridors 1 Y
| 4 [Kitchen areas 1 Y
5 _|Guest toilets area 2 Y
G4 |3rd - 7th Floor Time/Year
1 |Car park areas Y
2_|work shops 1 Y
| G5 |8th Floor Time/Year
1 |Meeting rooms area 2 H H
2 |BOH offices 1 Y
3 |BOH corridors 1 Y
4 |MDB Room 1 Y
5_|Kitchen areas 1 Y
| _6 |MEP rooms 1 Y
| G6 |9th Floor Time/Year
1 |Meeting rooms area 2 H H
2 _|BOH offices 1 Y
3 _|BOH corridors 1 Y
| 4 [Kitchen areas 1 Y
| 5 [MEP rooms 1 Y
G7 |9A Floor Time/Year
1 |Chiller plant room areas Y
2 |BOH offices 1 Y
3 _|BOH corridors 1 Y
4 |MEP room 1 Y
G8 |10th Floor Time/Year
1 |Spar areas 2 Y
| 2 |Fitness area 2 Y
3 |Guest toilets area 2 Y
4_|Pluge bar 2 Y
5 _|Kitd zone 2 Y
6 pool areas 1 Y
7_|Colling tower plant 1 Y
8 |MEP room 1 Y
G9 |11st - 33th Floor Time/Year
1 |Guest room corridors 2 H H
| 2 |EE rooms and Shaft piping. 1 Y
3 |Pantry maids 1 Y
4 ive club lounge area 2 H H
5 _|Kitchen area 1 Y
G10|34th Floor Time/Year
1 |Cooling tower skybar area 2 H H
2 |BOH store & office 1 Y
3 |BOH corridor 1 Y
4_|Kitchen area 1 Y
| 5 |MEP room 1 Y
G11 |Roof top Time/Year
1 |Lift room 1 Y
2 |Catwalks 1 Y
G12 |General areas Time/Year
| 1 [Fire stair case 1 Y
2 |Assembly points 1 Y
3 _|Building exteriors (Every 3 years) 1
4 |Car park ticket booth 1 Y
5 _|Drains and gutters 1 Y
|6 |Signages 1 Y
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INTRODUCTION:
ERT:ENG, SEC, DM, Houseman the first responding team
FFT:ENG, BELL, STW, IRD Support fire event

The Evacuation Procedure laid out in this Manual is designed to cover contingencies such as Fire
Evacuation, and ERT, FFT of Carlton Bangkok Sukhumvit in the event of any emergencies.

The manual further describes what actions, if necessary, are to be taken by the staffin the event of fire
emergency. The staff of Carlton Bangkok Sukhumvit has high regard for guestand employee safety.

We are proud to possess an excellent safety record, a very good relationship with the local
emergency organizations, and all of our emergency procedures are tested and reviewed
systematicallyregularly to ensure thatthe hotel is operated at maximum efficiency in the event of a
life-threatening occurrence.

The Carlton Bangkok Sukhumvit Fire Control System meets and exceeds all localfire address codes with
the exact location description, floor plan, and special extended messages.

The local fire brigade conducts regular tours of inspection and general familiarization, to prepare for
emergencies that may occur on our property. Our Engineering Department provides a regular

maintenance program to prevent safety hazards.

In the actual event of an emergency, your knowledge and actions may become vital to the safety of our
guests and allour employees of The Carlton Bangkok Sukhumvit.

We are private property. All security-related matters are handled through our own Security Department.

“No employee:; Calldirectly to the Fire Brigade or Police Department regarding incidents involving the
hotel until getting approval from Fire Commander's Duty~

Allemployees of The Carlton Bangkok Sukhumuvit

Must remain calmatalltimes-DO NOT PANIC.

Mustknowthe building-related such fire exit stair, fire exit discharge, assembly point

Mustknow howto use fire extinguishers and each type of fire extinguisher which will use with
Flammable.

Must stay where they are supposed to be according to your departmental procedures

(unless the emergency response team instructed)

Mustknow wellthe Organization and duties of Hotel Emergency Response Teams

Mustknowthe emergencytelephone extension #8888 or 02 090 7886

Must not explainthe fire safetysystemsor procedures to guests.

Must not release any room number, address, home telephone number, or any other

private information regardingour guests.
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- Must not release personnel information regarding our employees.

THE FIRE DETECTION AND ALARM SYSTEM

The Fire Detection and Alarm System in the Carlton Bangkok Sukhumvit consist of the following:

A. Smoke Detector is located in all areas. All smoke detectors are linked to the main Fire Alarm panel

located in the Security Control Room with the graphic annunciation panel include the engineering office
with the exact location and with descriptive messages.

B. Heat Detector is located in all sections. All heat detectors are linked to the main Fire Alarm panel located

in the Security Control Room with the graphic annunciation panel include the engineering office with the
exact location and with descriptive messages.

C. Announce Speaker is situated throughout the hotel on the guest floors, in public areas, and heart of house
area. These speakers are only activated when the pre-alarmed and general alarm is activated and are linked

to the main fire alarm panel.(Announcement will release under Thai, English, and Chinese)-Attention. There

has been an emergency report in the building proceed immediately in an orderly manner to the nearest exit
and leave the building. Do not run.

“Isanmu lsenu aneiufiamaandu valnnrinueananaiesludidszgmanseanniatilanitluilnanga”

D. Manual Pull Down are located on the guest's floor and throughout the public and heart of house areas of
the hotel.

E. Sprinkler is located in all areas. If a sprinkler is activated there will be an alarm indication on the main Fire
Alarm Panel. This acts as a self-policing fire detection and automatic fire protection system. Should a fire
occur within an area protected by sprinklers, sprinkles will activate upon reaching a pre-determined
temperature and spray the affected area with water. The water supply is continually supplied by a system
of pumps and water storage tanks. The water discharge of any particular section.

F. Strobe lights are equipped in every area.

Fire Exit Way/Fire Exit Stair Case
Back of house

Kitchen Area

All restaurant

Public area

G. Fire Exit Way, Staircase is provided in the building.

H. Fire extinguishers are installed on all guest floors in the fire host cabinet outlet, and heart of the house.
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THE MEANING OF THE ALARM SIGNALS

It is of vital importance that all staff in the Hotel and especially the members of the Emergency
team know the fire alarm sequence and meaning of the different signals. These signals will dictate
their responses.

THE PRE-ALARM SIGNAL

I.  The Pre-Alarm signal rings only in the Security Control Room. The Pre-Alarm means only that

there might be an emergencyin the Hotel and that the emergency has not yet been verified
and is under investigation or needs investigation.

2. Upon being notified of the Pre-Alarm, Security on duty in Security Control Room will notifythe
Emergency Response Team who will respond immediatelyon being notified of the Pre-Alarm and
inform Carlton Service as well.

THE ZONE ALARM

The Zone Alarm, when activated, is the signalto allstaff and guests on that floor or in that zone that there is
a verified emergency in the Hotel and that it has been decided to evacuate that part of the properties.

The Evacuation and ERT are to be implemented immediately upon the sounding of the Alarmswithout
anyfurther instructions being necessary.

SWITCHING ON THE GENERAL ALARM DAY TIME

Only the following people have the authority to instruct the Security on duty in Control Room to
switch on alarms:

e General Manager

e Executive Assistance Manager

e Duty Manager

e Security Manager

e Local Fire Bridge Officer

If a fire is deemed to be uncontrollable or if there is widespread smoke at the location of the fire which
prevents the accurate assessment of the size and extent of the fire, the GENERAL MANAGER will be
informed immediately.
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ACTION ON DISCOVERING AFIRE

The immediate and prompt actions by the members of staff that discover a fire or sees or
smells smoke can save valuable time and could avoid a disaster.

The procedures to follow if you find afire or seeor smellsmoke are:

1. If there is easy access to telephone, call the emergency number 8888 or 02-090-7886 and inform
as detail below:

a. Your Name

b. Your exact location

c. Location of fire alarm

d. Type of fire alarm (Smoke, Gas, Heat or other as visual)

2. If you smellsee smoke, carry out a quick search of the area and try to locate the source of
the smoke.

4. Ifyou find afire and it is controllable and small please try to extinguish it by using the fire
extinguisher or firefighting equipment available/accessible to you.

5- Ifyou find a fire that, could not out of controllable Duty Manager call GM or EAM for
approval evacuation process.

NOTE:

1. Itisnotadvisableto fightafire alone.

2. However, you must use your common sense and ifthe fire is smalltry and extinguish it after
you haveraised the alarm.

3. Ifthe fire is not small, leave it to the Fire Fighter Team to fight the fire and commence
evacuating the guestfromthe area.
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Fire Activities
Automatic System
0.00 Minutes Fire Detector activated
3 minutes Emergency Response
Team is called
ER > Fire confirmed
2 minutes Fire Fighting Team is called
5 Minutes Fire significant
3 minutes Fire Bridge is called
8 Minutes

General Alarm Activated

v

Crisis Team is alerted

Assembly Point Alert

Department Evacuation
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Fire Alarm Sequence
[ Normal Situation ]
[ Alarm activated from: ] [ Pre-Alarm ]
| | A |
Pull down / Sprinkler ] [ Smoke Detector I [ Heat Detector ]

v

-

Speaker in activated Floor
include upper and below of

\_

Zone Alarm Mode

Sound of an Alarm

building (5 minutes)

~

)

l

-

\_

General Alarm

Full Evacuation signal
transmitted to alarm

speaker all areas (Onward)

~

)

\

Security control has to silence and reset
the System within 3 minutes and

Security has to silence and reset the
System within 8 minutes

Fire Fighting Team Immediately goes to
the fire location and response back to
Carlton Service Center

System Reset
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Fire Emergency Plan

[ Fire Alarm activated ]

Carlton Service informs DM, ENG, SEC and
Houseman verify the alarm (3 minutes given)

—

False Alarm

v

Security control room reset fire

4 )

}

Fire Confirm

!

Carlton Service in Call Fire department

system and inform Carlton o and support 02-285-2094
service. Carlton Service informed
. J o
Fire Fighting Team to dress l l
T Up fire suit and proceed to - N
Sent FCS Fire under the scene [ Fire Commander ] Crisis Team
Control l XDOHRLFOM, N
FC, DOSM,
GM/EAM/SEM/DM ChefENG, SSM,
[ Fire Out of Control ] Exe HK
l Exe.Chef,
Asst DOFB
GM/EAMNight Manager ¢ /
Approves to Evacuation Announcement ]
l ¢ [ Prepare to evacuation ]
[ Evacuation Team [ Assembly Point Team ]
|

/-Evacuate guest on floors \

Assigned

-Evacuate guest in outlets

-Evacuate guest in
function & Meeting

o

)

’ ’

-

|

~

Front office Manager
and

Marketing & Sales
Staff
Head Count of guest

DOHR, HR Staff, HODs

HR, NURSE, Safety
Officer Pool staff

Head Count of

First Aid Team

)
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Fire Response Team

Organization Chart

/

/Emergency Response Team

\_

Duty Manager
Engineering on Duty

Security on Duty

Houseman on

Executive Assistance Manager

Fire Commander \

General Manager

Security Manager

Fire emergency hotline

8888 or 02-090-7886

A\

Duty

%

Night Manager /
/

Fire Fighting Team
ENG
Bell Man

IRD

Steward K

Evacuation Team

Room Attendant - Guest Floor

outlet

Outlet - Food and Beverage at each

Banquet - Function and Meeting

<\

J

/

DOHR and HR Officer-Take Care Staff / Guest-FOM and Sale and Mar.Com Team

Assembly Point Team

Office Hours ©09.00 - 18.00)

After Hours (18.00 -07.00,

Night Manager - Take Care Staff and Guest

\

/

Nurse Station

Identify zone
Yellow /Red /Black

First Aid Team

K Hotel Nurse / k /

/ HR \ / Transportation Station \

Concierge Team
Hotel Limousine

Block parking fire hydrants
area & Loading area for fire
dep.

/ PR Station

Media team
Marcom
IT

ENG

~
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ERT & FFT Role for Night shift

Flowchart ERT & FFT Role for Night shift

v

55C
Notify code to

SsC
Notify ERT Team
/Radio

'

ERT
Went to fire
sgene

Real fire or

not

¢ No
(
ERT .
Notify SCC { SC Notify DM )
)
EEEEE— S Call Fire
sCC Dep
Notify CS 02-2582094
Code 2
Confirmed real
fire

FFT use fireman lift
Went the fire scene

t

ENG of ERT
Electricity cut out

i

ERT

waiting

Try to control fire

FFT

A

No
Can not contral or not

SCC notify Code clear
to SC

DM natify C5

TEED

ERT search & rescue at Fire
burned floor

'

Fire dep control fire and
search rescue

|

| A4 area count all staff & quest |

'

| Report to Fire commander |

Injured person sent Fire under control
hospital

F Y

. — Turn off sprinkler valve
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FCS1 HOC Distribution Message in Fire Emergency Plan

ERT team
1.DM on duty
Fire Alarm activated 2ENG on Duty
3.SEC on Duty Type of alarm / Location
4.House Man on Duty

ERT team
1DM on duty
False Alarm 2.ENG on Duty False Alarm ...............
3.SEC on Duty
4.House Man on Duty

Group 1. HODs, Excom
Fire Confirmed Group 2. FFT team Fire Confirmed at .........
2.1 HK Runner
22 FB Runner
2.3 STW Runner

Fire Evacuation All User Fire Evacuation code 9999

13
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FIRE COMMANDER-S DUTY

Office Hours

1.General Manager
2 Executive Assistant Manager
3.Duty Manager on Weekend / Public holiday

After Hours

1.General Manager (On-Call
2 Executive Assistant Manager (On-call
3.Night Manager

Upon beinginformed by Carlton Service Center:

1. Proceed to fire emergency command post: Usually for Hotel Internal premise as Security Control or
Carlton Service Center and External Hotel Premise at depends on fire situation, after being informed

by the Carlton Service Center that fire is found

Overall control of evacuationand close down of the Hotel.

o > w0

Supervisere-occupation of the Hotel if afire isbrought under control.

Instruct Control Room to switch on General Alarmif afireis deemed to be uncontrollable.

Liaise withthe Police Fire Brigade on their arrival and follow their instructions.

EMERGENCY RESPONSE TEAM'SDUTY

07.00-23.00 Hrs.
1. Duty Manager On duty
2. Engineering On Duty
3. Security Leader/Security on Duty
4. Houseman on Duty

23.00-07.00 Hrs.

Duty Manager
Engineering on Duty
Security on Duty
Houseman or PA on Duty

Pwbr

Upon being notified by Carlton Service Center:

1. Wentto investigate a fire alarm scene with the fire extinguisher.

14
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2. When fire is confirming, Duty Manager to inform to Carlton Service Center. Security to inform to
command center (Security Office)

3. Engineering, cut off electrical in case fire host reel need to be use.

4. |If fire could not control, Duty Manager call GM/EAM or designate for the approval of evacuation
process.

5. Search and rescue on proceed.

6. Use nearest fire exit stairs to command center or to assembly point if general alarm activate.

FIRE FIGHTING TEAM'S DUTY

07.00-23.00 Hrs.

1.Bell /\Concierge Attendance.
2.Food and Beverage attendance.
3.Steward attendance.

23.00 -07.00 Hrs.

1.Bell .Concierge Attendance.
2.Room Service Attendance.
3-Kitchen Attendance.

Upon being notified by Carlton Service:

Rush to B1 Floor bring their fire equipment and proceed as rapidly as possible to support ERT team.
Start to put out the fire.
If a room or incident area filled smoke, search and rescue for guest and staff first.
4. Remain at the scene if the situation allows or leave the building if it endangers your life
Use the nearest fire exit to assembly point

w NP

15
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EVACUATION PROCEDURE

The Objective of Evacuation of an evacuation

The objective of an evacuation is to evacuate the hotel guest, visitor, and staff from the property within 8
minutes, in a safe way and in the shortest possible time, in the event of a fire or other threatening emergency.

Such an emergency could occur at any time day or night and If our staff is not prepared and trained to cope with
it, there could very easily be chaos and disaster involving injury and loss of life to the guest, visitor, and staff
alike.

Keep in mind FAST WALK, DO NOT RUN AND DO NOT USE THE ELEVATOR

THE EVACUATION OF GUESTS

The procedure for evacuating hotel guests falls into two distinctive and different categories. These categories
are:

e The Evacuation of public area
e The Evacuation of the guest room

Each of these categories required different techniques and procedures for a successful evacuation to be
completed. These procedures are detailed below:

THE EVACUATION OF PUBLIC AREAS

The public areas/Restaurants, Bars, Gym and Spa, Pool areas, Banqueting Rooms, Walkways, and
Lobbyare likelyto be occupied by a mixture of visitorsand registered guests. These areas willbe evacuated
by the staff who work in them on each shift. When the guests have been evacuated from the public

areas, the staff will then implement the Evacuation Procedures that are laid down in Section 3 of this
manual.

Thekeypointsin evacuatingthe public areasare: Whit in 8 Minutes

l. Evacuate the guestswho are seated nearest the fire exits first. This will prevent congestion of the
fire exits. Work into the center of the restaurant or room from the outside.

2. In order to attract the attention of the diners in a restaurant, place your hands flat on the

table and leaning over the table, and tell the guests that they must leave the building
immediately as there isso emergency.

3 Directthe guests out of the restaurant by pointing the wayto the nearestfire exit.
16
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4. Do notbe concerned about unpaid bills as any losses arising as these are covered by

10.

Insurance.

Instruct handicap or disable persons to remainwherethey are that you will assist them
out ofthe building when youleave.

Do not getinvolved in any arguments or discussions with guests who may refuse to leave
the restaurant or area. Once you have instructed them to leavethe area, move on to the
next table. If, after you have evacuated guests from all the other tables, there is stillone or

two people who refuse to leave the restaurant or area, then they must be escorted out
of the restaurant by Restaurant Manager.

Instructing the guests to leavemust be done quickly and quietly. There must be no shouting
by any members of staff and the guests should be given instructions,orders. This can be
done politely without offending.

Do not address alarge group of guests at one time as this willmakeit necessaryto shout or
raise your voice. Ifyou do this, itis likelyto cause panic amongst the guests. Address guests
in only smallgroups atatime.

Make sure that the guests are instructed to go out of the building and not remainin the lobby.

Ifyou know that the guestis aresident of the Hotel, instruct him not to try to go up to hisroom
but to leave the hotelimmediately.

EVACUATE GUESTS ON THE SOUNDING OF THE GENERAL ALARM OR WHEN YOU
HEAR EVACUATION ANNOUNCEMENTS OR IF A FIRE HAS STARTED IN THE IMMEDIATE
VICINITY AND IT IS DANGEROUS TO REMAININ THE AREA.

17
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THE EVACUATIONOF GUEST ROOM

It is possibleto check-in 20 seconds or less,whether a guestroomis occupied or not. The procedures for
checkingaguestroom are as follows:

Immediately upon the sounding of the General Alarm or hearing an evacuate announcement, the
members ofthe Room attendant will:

4.

Searching team starts with collecting «Clear tag- before entering the guestroom using the keycard
/master keycard. There is no need to knock on the door. Before opening the door feelsto seeifitis
warm (Please use the backhand touch at the handle door if you feel warm, don't open the door.
Ifit is not warm, enter the room immediately. Ifit is warm it means that there might be afire in the
room, so DO NOT Open the door but report the sameto the Command Post Room (Security Office
/Carlton Service). Ifthere isno Smoke gointo the room and searchfor the guest.

Ifthe guestis not in the bedroom section of the room, check the bathroom, and in case of a suite
search all other parts/sectionsrooms in the suite. It willbe necessary to check large walk-in
cupboards etc, particularlyif children are occupying the room.

If the room is empty. Proceed immediately to the next room and repeat the procedure. Do not
worry about turning off lights but if there is time, switch off the air-conditioning unit and close any
windows or doors that might be open. This will help prevent the circulation of smoke inside the
building.

Close the door as you leave and hang the tag clear card on the outside of the door to indicate that

the room hasbeen checkedand is empty. (Tag clear and Checklist form keeps in Fire host cabinet front of
service lift in each floor, Form for HK)
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10.

If the room isoccupied d.e,there are the guestsin the room) tellhim/her that there is an emergency
and itis necessaryto evacuate fromthe building as soon as possible. There may likely be alanguage
difficulty so speak slowly and indicate that the guest mustleave.

Ifthere is someone in the room do not hang the tag clear card on the door if you leave the room
before the guest. Once you have alerted the guest to the emergency, proceed to the nextroom and
repeat the procedure.

When allrooms have been checkedand emptied or unoccupied rooms hangtag clear asbeing all
clear,go back and double-check those rooms that do not have tag clear on the door (.e.in those

rooms in which some guests were alerted and check to see if all guests have left. Ifhe/she has
evacuated, then put the tag clear card on the door to indicate that the room is empty.

When allrooms have been checked i.e.allthe doors are with the tag clear card. The members of the
Evacuation Teamwill proceed, viathe Fire Exitstairs.if that building has already been evacuated,
then they willleave the hotel and proceed to the AssemblyPoint.

Once you arrive at the Assembly Point, inform the Assembly point manager that you have
evacuated your section so a notation can be made on the Evacuationsheet. Ifyou experienced any

difficulties or someone refused to leave, advise the Commander and he/she will contact the Fire
FightingTeam.

Remark: In Case the hotel test internal or external annual fire evacuation HK attendant will be
check alarm sound and strobe light and report back to Security department >>check list form next

page
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Check list form

House Keeping ' Operation

O Cooperate with firefighting team if still on the floor Carlton Hotel Bangkok

O Assist guest to nearest fire exit stair Drill Information

[0 Make sure there are no guest left in the room (Clear tag Elevator were use during evacuation OYes [DNo
hang on guest doon Evacuation sound clearly OYes ONo
O Help disable guest if available or report to ERT Strobe light working OYes [ONo
O Evacuation signs are in good condition OYes ONo
Fire exit routes properly lighted OYes OMNo
Fire exit routes free of obstructions OYes ONo
Date ... Time ...
Location ...
Comment.. ...

Carlton Hotel Bangkok Sukhumvit Fire Drill Check List

NOTE:
It is essential that All Rooms in the buildings be checked. Room status reports willusually be afew hours

out of date and there is no way of guaranteeing that aroom listed as vacant ready has not been occupied
by an incomingguest.

EVERYGUESTROOM ON EVERY BUILDING BEING EVACUATEDMUST BE CHECKED.
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EVACUATION OF DISABLED GUESTS

The Front Office Team must keep arecord of the rooms allocatedto disabledguests. Theseguests

may require assistanceto leavethe Hotel. It is the responsibility of the Evacuation Teamsto assist

disabled guests out from the Hotelin the eventof an evacuation being necessary. The procedures to

be followedare:

1. Disabled guests in the public areas will be assisted out of the Hotel bythe staff working area and

use the fireman lift or nearest fire exit to the Assembly point area.

2. Adisabled guest in hisher bedroom should be moved by using a Wheelchair or stretchers

to the fireman lift no.SL 1, 3,4, and by a member ofthe Emergency Response Teamsto take him/her

out of the building.

NOTE:

In the event of an evacuation being announced and the evacuation alarm ringing, members
of the Emergency Response Teams can, where possible, requestinstruct able-bodied
guests to assist them with the evacuationofdisable guests.

In case dont have equipment kind The easiest way to move a disabled guest or

incapacitated guest is to place them on abedsheet or bedcover and drag them along the
floor. Using this method, a person can move several times his weight and avoid any

unnecessary injury that might occur when trying to lift someone up and carrythem.

Get a report from FO for a handicapped person they, they not necessary back to in this 4
room 1107 1207 1407 1507 if we not have a handicapped guest.(Special rescue for disable
guest)
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ANNOUCEMENT OF EVACUATION

Intervals over the Public Address System from the Security Control Room. The Evacuation orders will be
recorded and will

be in Thai English and Chinese

TEXT FROM THE EVACUATION ORDER

ENGLISH

<Attention attention. There has been an emergency report in the building proceed immediately on an orderly

manner to the nearest exit and leave the building. Do not run~

THAI

“Isanmu lsennu sneiufiamaandu salinniueanananas il dadszgmamseanniadilanitlwilnange”
CHINESE: By Brightsan Kan

FEEE, KRXBEEAALZEZR - BUBINFEtEROZSEO - FEF
RE - B2 -
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ASSEMBLY POINT PROCEDURE

The reason for havingan Assembly Point is to provide a means of checkingthat all the Hotel guests
and members of staffare out of the Hotel building and canbe accounted for.

This task will be carried out by the Director of Human Resources and Front Office Manager and
after midnight by the Night Manager,Duty Manager.

Upon hearing the General Alarm, the following actions willtake place:

The AssemblyPoint team will proceed immediatelyto the designated assembly point area.

«In-House guest »

1.As guests arrive at the Assembly point, Front Office Manager will arrange guests in line as per floor by
floor, their names must be crossed off on the guest list.

2 If any guests are missing, the Emergency response team must be advised to double- check the room
of the guest. Similarly, if any members of staff are unaccounted for, the Emergency responseteam must
be notified.

3.Do not allow anyone does not leave from an assembly point before all are counted and report to Fire
department.

“Employees~

1 Department Heads, Section Heads, Shift Leaders, and Supervisors who have ensured that their
departments are properly closed down and evacuated to the assembly point.

2.Counted all employee's own departments and report Director of HR.
3. Counted all persons and submit to GM /EAM.

4 The Director of Human Resource Managerhas to ensure that a doctor or a nurse with necessary First Aid

equipment is available in the AssemblyPoint, set up nurse station Identify for be clear Zone the detail as
bellow.

-Yellow Zone = Guest or Staff got a bit injured

-Red Zone - Guest or Staff got seriously injured and must have Medical immediately or sent to the
hospital

-Black Zone - If Guest or Staff dead, Leave body the scene report to Police investigation process.
5.Do not allow anyone doesn't leave from an assembly point before all counts and report to the Fire
department until Fire department confirms the situation.
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Assembly Point Area Guideline
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Fire Commander
supervise

Assembly
Area Team
Leader Post

FOM/DUTY MGR DOHR/Asst.DOHR DOSM/MARCOM
supervise .
Supervise Supervise
In House
Guest First Aid Press &
Post Media Post
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For evacuation exercise making area AA plan

AA=Assembly Point Area

G Floor

4 E[ EEES
Fire exit ]:I D -
* {sT1) l_l ]:|

peoy JAWNYINS

Soi Sukhumvit 27
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NARZ CLIUB

NARZ
PARKING

Soi Sukhumvit 27

Sukhumvit Road
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Department Evacuation Procedure

Standard Office Evacuation Procedure

The layout and equipment in an office can vary widely but the following basic principles should be
observed when implementing the closedown procedure in any office

Immediately upon the sounding of the General Alarm staff not in the Emergency Team will:

1. Switch Off andor unplug all electrical equipment.
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2. Clear all loose papers off the desk and place them in drawers, filing cabinets, or cupboards.

Ensure that desk drawers, filing cabinet drawers and cupboard doors are closed.

Collect and take out only essential files such as department roster,-document/Mobile Drive.

4. Switch Off-air condition units.

The senior member of staff in the office must ensure that all other members left other members
have left the office include hang tag clear card on the door then close the door.

6. Go to the assembly point and report to the department head.

7. Department head to take roster and warden jacket and go to assembly point.

8. Do not make any speech to any one unless authorized by GM/EAM. / Marcomm Manager will take

care of Press.

Spa Manager

LET-S RELAXSPA

Immediately upon the siren of general alarm, Director of Spa or senior officer on duty will:

=

n

w

»

Spa Receptionist

Ensure that the Guest is evacuated.

Ensure that allstaff members leave after evacuating guests.

Close and hangtag clear on the door and go to the Assembly Point.

1. Clear the front desk and all Guest documents.

2. Implementstandard office close down procedures with working roster.

3- Go to the Assembly point.

Ensure that allmassage rooms are evacuated,door marked and that alldevices are switched off.
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Spa & Therapist

1. Ensure that the massage rooms are evacuated and that all devices are switched offin both
areas of ladies and gents).

2. Ensure that the Locker Rooms are evacuated (Both male and female).

3. Ensure allstaff members leave after evacuating guests.
4. Closed the door and go to the Assembly Point.

Engineering Department

Immediately upon the siren of general alarm, the Director of an engineer, assistant Director of
Engineer or engineer on duty will:
Establish from Control Panel in Engineering Office with the exact location of alarm

1.

-

activated.

Instruct the secretary to secure andtake out the technical manuals, drawings, and floor

plans, attendance sheet and unplug allthe office equipment.

The Engineering Office should not be locked and lights should be left on.
Director of Engineer or Assistant willbe the assistant of the Fire commander in the
command post about the technical system and building structure information.

Close allgas supply valves

. Shut down allair conditioners, chillers, generator, and boilers

. Ensure that fire pump, pressurize fans are working

5
6
7. Switch off all electrical power supplies
8
9

- Liaisewith police fire brigade about hotel structure and fire exit way.

Engineering Coordinator/Secretary

Secure and take out Engineer confidential file.

2. Implementstandard office close down procedures.

3.

Ensure that allstaff have left from the Engineering Offices

4. Go tothe Assembly Point.
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Generator Room

Switch off the chillers and boilers.

Switch off the kitchen and laundry supply.
Switch off the kitchen gas supply.

ogahkwbdE

Building Workshop

Unplugall power tools.

Switch off alllights.
Go tothe assembly point.

o gk wbdPRE

Go to the assembly point.

Purchasing

1. Secure and take out the following file and drive/disk (If possible)

¢ Bill paid but not yet reimbursed.

e Pending purchase order.

e Purchase order for good but not yet received.

e Allinvoices for good received.

e Back up driverdisk.

e Agreement file.
2. Secure and task out petty cash.
3. Secure and take out the daily record of good service.
4 Implement standard office close down procedure.
5.Go to the assembly point.

Cost Control and store

1. Secure and take out the following file and drive/disk:
e Cost Controller Report
e Back up driverdisk

e Allinvoice for good services
2.Clear all people from the storeroom.

Switch off the air handling and air conditioning units that are still running.

Ensure that allemergency lighting circuits are switched on.
Start up the standby generators in case of afailure of city supply.

Carry out the standard office close down procedure.

Ensure that inflammable liquids such as paint and thinners are finely sealed in their containers.
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3. Implement standard office close down procedure.
4 Lock the storeroom door and got to the assembly point

Food & Beverage Department

Immediately upon the sounding of the General Alarm, Assistant Director F&B and all section
managers will proceed immediately to all outlets to supervise the evacuation of those areas.

Food & Beverage Coordinator;secretary

1 Secure and take out only the important book.

2. Implement standard office close down procedures.

3. Ensure that all staff has left the F&B Offices.

4 Go to the Assembly Point and report to F&B Director.

All Outlets

1 Direct all guests to leave the restaurant (prior guest next to the door to avoid the guest
panic)and go to the Assembly Point.
2. Switch off all electrical appliances such as coffee warmers, toasters, plate warmers,
etc.
3. Ensure that all guests and staff have evacuated the restaurant.
4 Go to the Assembly Point.

Room Service
1 Switch off all electrical appliances e.g. coffee machines, toasters, etc,, but leave all
lights on.
2. Implement the standard office close down procedures.
3. Collect all master keys.
4 Go to the assembly Point.

Food & Beverage (Kitchen

Immediately upon the sounding of the General Alarm, Executive Chef and all section managers
will proceed immediately to all outlets to supervise the evacuation of those areas.

Kitchen coordinator

1 Secure and take out only chef offices important book.
2. Implement standard office close down procedures.
3 Ensure that all staff has left the kitchen's office.
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4

Go to the Assembly Point and report to Chef.

LAST PERSON TO CLOSE AND PUT CLEAR TAG CARD ON THE DOOR BEFORE LIVING

Kitchens-All preparations

© 0N s WNRE

Switch off the main electrical circuits for all electrical cooking appliances.
Switch off the main gas valve located in the kitchen.

Turn off the live steam supply.

Close all the fire dampers over the cooking ranges.

Close all charcoal grills.

Close all hot cooking.

Leave the kitchen lights on.

Ensure that all kitchen staff evacuates the kitchens.

Go to the Assembly Point

Stewarding

1

a s~ N

Switch off all the washing machines.

Switch off the burnishing machines.

Ensure that all Stewarding staff has evacuated the stewarding areas.
Remove the latest inventory file.

Go to the Assembly Point.

Front Office Department

Immediately upon the siren of general alarm, Front Office Manager /Assistant Front Office Manager
/Duty Manager will ensure that:

Guest Service Agents

1 Initiate print-out of a back-up list dn-House list name by name Arrival and Departure roster.
2. Collect the back-up list printed above and hand it over to the Assembly Point Team Leader.
3 Secure all cash, credit card vouchers, traveler's cheques, passports, and other valuable or

negotiable documents that are with the cashier, place them in a remittance envelope, and put them into
the drop safe No.19 and No.20 at the Front Office.

4. Secure and take out the master keycard, Emergency Key Card in order to assist the evacuation
team.

5. If there is time, initiate a printout of the report that gives the outstanding balance of all corporate
accounts. Secure these printouts and take it out of the Hotel when you leave.

6. FO Leader take working roster and warden jacket then go to assembly point.
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When the above actions have been completed, DO NOT leave the Front Office but stay at the
Front Desk until make sure the last person direct to the assembly point. If you are checking out a guest

when the General Alarm sounds, that guest must be informed to go to the Assembly Point and cease
the check-out procedures.

Bellman/Concierge

1 Instruct any drivers to remove their vehicles from the main entrance.

2 Return to the main entrance and direct guests to the Assembly Point.

3 Ensure that no members of the public enter the hotel.

4 Find parking space for Ambulance Team Police or Fire Department team.
5. Standby car transportation as needed.

Housekeeping Department

Immediately upon the siren of general alarm, Executive House Keeping Manager or Assistance
Manager will ensure that:

1 Secure and take out the lost property ledger.

2 Secure and take out the housekeeping master key logbook.

3 Ensure that the lost and found properties saferoom is locked and the key is taken out.

4. Implement standard office close down procedure.

5. Ensure that the Laundry Room and The Linen Room have been properly closed down and
evacuate.

6. Go to Assembly Point.

HK Clerk /HK Coordinator.

1 Secure and take out the department confidential file.

2. Implement standard office close down procedure with the working roster.
3 Ensure that all staff left from office.

4 Go to Assembly point.

Laundry

1 Ensure all electric equipment in the Laundry is switch off. This include:
-Washing Machine
-Allirons

-Dry Cleaning Units.
-All dryers machine.
-All steam machine.
2. Secure and take out the guest laundry logbook.

32



CARLTON 3¢

HOTEL | BANGKOK SUKHUMVIT

POLICIES & PROCEDURES

Policy No: SECURITY Effective Date:
SE-101.01 Hotel Fire Procedure 1 December 2023
3. Ensure all the laundry staff evacuates from the laundry room.

4. Go to Assembly Point.

Many of the electronic appliances in the Laundry can switch off from the master switch located near the
appliance. For absolute safety and security. It's a recommendation that the electronic appliance in the
Laundry is not only switched off at the equipment itself but also at the master switch.

Room Attendant

1 If still on guest floor, cooperate with the firefighting team when they arrived then use nearest fire
exit to leave the areas.

2. Recommend to the guest neither properties nor luggage was taken (The room keycard only if

possible to avoid the crown in front desk when the situation was clear back to the normal situation).

3 Bring the guest to the nearest fire exit staircase and assist the disabled guest with priority.

4 Go to Assembly Point after an evacuation was done.

Florist (B1)room assigned /FB Kitchen to check

1 Unplug all flower refrigerators.
2. Take close down procedure and go to the assembly point.

Linen & Uniform

1 Switches offunplug the sewing machines.

2 Make sure that all members of staff are evacuated from the Linen Room.
3 Ensure that Uniform store in the proper place.

4 Go to the Assembly Point.

PA Attendant

1. PA Attendant or supervisor make sure all restrooms function room at G,8,9 floor no anyone inside
and go to the assembly point.

Gardener
1 Ensure that all washing or planting machines store in the proper place.
2. Go to the assembly point.

NOTE: THE LAST PERSON TO CLOSE AND PUT THE CLEAR CARD ON THE DOOR BEFORE
LEAVING RESPONDTIVE OFFICE.
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Human Resources Department

Immediately upon the sounding of the General Alarm, Director of Human Resources or Human resources
Manager will ensure that:

1. Collect associates data and emergency contacts and collect the daily manual log of Associates or
Punch In sout

2. Turn off computers and electrical appliances

3. Collect the First Aid Kit to the assembly point area.

4. Proceed to the Assembly Area using the nearest fire exit.

Assembly Area/Point
1. HR department set up nurse station.
2. At the assembly area, ensure all Associates counted for and report to GM/EAM.
3. Coordinate with Emergency Medical Service and record that who is transfer to the Hospital.

Hotel nurse
1. Direct all patients to leave the nurse's room and assist them to the assembly point area.
2. Provide the first aid kit, Rescue instrument and log the medical cabinet
3. Proceed to the assembly area and standby any require

NOTE: THE LAST PERSON TO CLOSE AND PUT THE CLEAR CARD ON THE DOOR BEFORE LEAVING
RESPONDTIVE OFFICE.

Security Department

Immediately upon the sounding of the General Alarm, Safety and Security Manager or Assistant will:

1. Ensure that all Security Team is on their response team duties.

2. Ensure that all firefighting team and evacuation system area promptly activate on command.
3. Control and restrict all necessary security access areas by the door control system.

4. Attend and Assist Fire Commander at the command post.

5. Liaise with the Chief of Fire Bridge officer upon arrival.

6. Assist the Assembly Leader at the assembly point.

7. Final complete report after all situations is normal.

8. Attend and responsible for the leader of investigating with the firefighting team.

9. Security Manager / Security on duty liaise with authority who concern.
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Security Supervisor/Security Officer

No ogk~wbdE

Security Guard

arwbd e

Ensure that all Security guards are on their response team duties.
Ensure that all firefighting team and evacuation system area promptly activate on command.
Control and restrict all necessary surety access areas by the door control system.

Inform to Safety and Security Manager upon Fire Bridge arrives.
Follow on duty and support the firefighting team.

Assist Manager on request

Action upon Manager or Assist Manager absent ;off duty.

RE-OCCUPATION OF THE HOTEL

Control Entrance and Exit and provide traffic flow for an emergency service vehicle.
Report to the command post or report to security officer upon fire bridge arrive.
Make sure do, not any items obstruct the fire hydrant area urgently to use.

Secure staff entrance at Time Keeper.
Support Hotel Security upon request.

Under no circumstance will any hotel guest or member of staff be permitted to re-enter the hotel building
until the all-clear sign has been given by the Fire Bridge Officer or Police or Fire Commander

Prepared by : Asst, Manager

Name :Wisit Soonklang

Signature

Approved by : General Manager

Name :Mark Bulmer

Signature
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COOLING TOWER

CLEANING REPORT

Site: Carlton Hotel Sukhumvit
Cleaning date: 13,14,15 May 2025
Cleaning Cooling Tower No: 1,2,3
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