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Corporate Administrative Circular No.–1/2012     

 

  
Subject:- Action plan for Fire Prevention and Evacuation in 

Administrative buildings/office blocks 
                

 To safe guard our buildings from the hazards of fire, action plan for fire 
prevention and evacuation during emergency is drawn so that precious lives 
and property are saved by taking proper preventive measures. 
 

2. A list of preventive measures to be undertaken for fire prevention and 
evacuation in respect of Administrative blocks/office buildings is prepared 
which is as below:- 
 

(I) ELECTRICAL SYSTEM  
 

(i) Electrical installation and equipment in building must confirm the 
requirement laid down in accordance with National Building Code.  

 

(ii) The power cables to various appliances, AC units, computers 
Distribution boards etc should be of adequate size/rating and 
properly protected against mechanical damage etc. 

 

(iii) No loose and exposed cable should be permitted. No work shall be 
permitted without proper three-pin plug, socket. 

 

(iv) No wire should be laid in PVC flexible conduit. Only metal conduit 
should be used. 

 

(v) Sufficient air space should be ensured for the cable at duct 
crossing locations. 
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(vi) No joint in cable or wire should be permitted beyond the main 
electrical panels. The extension cords shall be maintained in good 
condition without splice, deterioration or damage. 

 

(vii) Proper rated switch gears (MCB/MCCB) should be used. Wire fuse 
should not be permitted and only HRC fuse should be used. 

 

(viii) One control gear (Switch Gear/MCB/MCCB) should not control 
more than one appliance. Overloading of electrical circuits must 
not be allowed. 

 

(ix) All the wires and cable should be FRLS Type. 
 

(x) Proper earth connection of electrical appliances should be ensured. 
 

(xi) All electrical boxes should be closed to prevent the possibility of 
contact with combustible materials. 

 

(xii) Ensure that the electrical switchboards and the enclosures of 
electrical components are kept clear of flammable or combustible 
substances and liquids. 

 

(xiii) Switch off at the mains all electrical appliances or equipment that 
are not in use, especially after office/working hours. 

 

(xiv) Ensure that the closets and compartments are clean and free of 
obstructions at all times. 

 

(xv) IS code of practice on earthing IS 3043 – 1987 should be followed 
for all electrical systems/installations. 

 

(xvi) Place safety tagging or other warning boards on main switch before 
commencing work. 

 

(xvii) Place Insulating mats in front of electrical switchboard and have 
the rubber gloves periodically checked. 

 

(xviii) Ensure that all portable appliances are provided with three pin 
plug and socket connection. Also the metal work of the apparatus 
is effectively earthed. 

 

(xix) Always treat circuit as live until you have ensured them to be 
dead/isolated. 

 

(xx) Electrical works shall be carried out by qualified personnel only. 
 

(xxi) Any work in the nature of cutting, welding, preventive/ breakdown 
maintenance, excavation work, etc where the work is to be 
performed be personnel will require issuing Work Permit System. 
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(II) LIGHTNING PROTECTION 

 
(i) Lightning protection shall also be considered and included in the 

building plans as per National Building Code. 
 

(ii) The tall lighting masts, buildings should be earthed properly with 
proper size of earthing conductor. 

 
(III) FIRE PROTECTION 

 
(i) Automatic fire detection and alarm system should be installed in 

the buildings. 
 

(ii) All furniture, fixture, floor and wall coverings should be made of 
low flammability ratings or non combustible material. 

 

(iii) All shafts, Stairwells, subways and vertical openings should have 
minimum one hour fire resistance for their structure. 

 

(iv) Fire extinguishers should be installed as per local Fire Authorities 
regulations. 

 

(v) Riser/Fixed fire fighting installation should be provided for 
buildings as per NBC. 

 

(vi) To ensure periodical fire drills conducted by Fire Department so as 
to make the employees aware of escape routes during emergency. 

 
(IV) ADMINISTRATION 

  
(i) To ensure that Corridors inside the office buildings shall be free 

from obstructions by material such as almirahs, worn out 
materials like computer, Photostat machines, typewriters etc. 

 

(ii) Proper inventory should be maintained by the respective 
departments who procure such equipments/office 
material/records etc. 

 

(iii) Inflammable materials should be kept in a secured place with 
proper signages for easy identification and accessibility. 

 

(iv) All staff/officers/visitors shall park their vehicle only at the 
designated place of parking so that the fire vehicles can have easy 
access to the building. 
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(V) PREVENTIVE MEASURES 

 
(i) Joint monthly inspection by a team comprising of executives from 

fire, civil and electrical should be carried out to ensure pruning of 
loose cables / wires to avoid short circuit and report submitted to 
the Head of Department. The fire fighting installation and fire 
safety arrangement in the building should be inspected quarterly 
and report should be placed to the concerned department head. 

 

(ii) The team should also check functioning of the fire dampers, in the 
AHU i.e. testing and inter- locking with blower motor. 

 

(iii) The inspection team should also identify Inflammable material 
stored at fire risk locations to ensure that the same are got 
removed/ relocated. 

 

(iv) Record of these instructions should be kept in a separate register, 
to be maintained by the Fire Services Department In Charge. 

 

(v) Periodic exercise be undertaken to familiarize the fire staff to 
enable them to have easy access to the building. 

 

(vi) Office-in-charge of the Fire Services to undertake an in-depth 
survey, annually, to assess the adequacy/augmentation of fire 
fighting facilities such as:- 

 
(a) Water supply sources for Fire Fighting 
(b) Capacity of water storage  tanks for Fire Fighting 
(c) Hydrant, Wet risers and Sprinkler System 
(d) Fire Detection / Alarm system 
(e) First Aid Fire Fighting Appliances 
(f) Any other Fire Fighting Equipment / Accessories to combat fire 

or to ensure effective fire protection.       
    

 

(vii) Necessary Signages for fire exit and direction as per norms shall be 
installed at specific location for easy evacuation of occupants of the 
office in case of emergency.  

 

(viii) Maintain good housekeeping practices at their work stations and 
shall perform tasks in a safe manner that reduces the potential 
injury or property damage. 

 

(ix) All accident & incident relating to fire or to fire drills must be 
entered into the local accident reporting system. 

 

(x) Alarms that respond to flow of water should be provided within a 
facility for occupant notification wherever sprinkler system is 
installed. 
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(xi) Prepare a written Emergency Action Plan (in trilingual i.e. local 
language of the area, Hindi & English) that must include: 

 
- The fire & emergency reporting procedure 
 

- Procedures for evacuation including the type of evacuation and 
exit routes 

 

- Procedure to account for employees after evacuation. 
 
  

(VI) EVACUATION PROCEDURE 

 
(i) Evacuation of the building must start as soon as the alarm 

sounds. All occupants must immediately evacuate the building and 
gather at least 15meter away from the building in the designated 
assembly area. 

 
(ii) Proceed to the designated assembly area and remain until all 

personnel are accounted for and also authorized to return to the 
building or leave the facility. Concerned department head will help 
to determine if any personnel are missing from their respective 
departments. 

 

(iii) Fire emergency notices, evacuation map must be conspicuously 
displayed at the prominent place in every building. Luminous fire 
exits alongwith self contained battery operated emergency light 
must be provided. 

 

(iv) Do not run; Walk quickly to the nearest exit, as specified in 
evacuation map. Use alternate route if the closed exit is blocked. 
Alternate routes and assembly locations should also be notified. 
Occupants should get familiared with the nearest primary and 
secondary routes in the building. 

 

(v) Emergency lighting facilities for minimum Lighting (including exit 
signs and escape route) shall be provided.  

 

(vi) Escape route and staircase must be free from all obstructions 
round the clock. 

 

(vii) Fire department has overall responsibility to enforce and 
implement above guidelines. 
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(VII) DO’s & DON’T’s 

 
DO’s  

 
(i) Use of plastic grills on window/split A/C’s should be avoided 
 
(ii) Shout Fire, Fire, Fire. 

 
(iii) Inform Fire Control Room. 

 

(iv) Vacate the area and rescue anyone in immediate danger and 
remove the person to a safe area. 

 
(v) Follow the exit route. 

 
(vi) Activate the building fire alarm / break the glass of manual call 

point. 
 

(vii) Operate fire extinguisher if you know its operation. 
 

(viii) Keep left while descending the stairs and use staircase only. 
 

(ix) Let the Fire Personnel come up. 
 

(x) Go to the safe area near main gate. 
 

(xi) Help/assist sick and injured colleagues. 
 

(xii) Follow the instruction given by fire staff or on PA system 
 
 
DONT’s  

 
(i) Do not obstruct others nor push anybody. 
 
(ii) Do not return back to retrieve your belongings or your friends. 

 
(iii) Do not use lift. 

 
(iv) Do not create panic. 

 
(v) If you do not know the use of the fire extinguishers, do not attempt 

its operation. 
 

(vi) Fire Department has issued supplementary fire order No. 05 
supplement ‘A’ of 2011 which shall stand cancelled after issue of 
this order.  
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