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This easy-to-use Leader’s Guide is provided to assist in conducting a successful presentation. 

 
PREPARING FOR THE MEETING 
Here are a few suggestions for using this program: 
 

a) Review the contents of the Fact Sheet that immediately follows this page to familiarize yourself with the 
program topic and the training points discussed in the program.  The Fact Sheet also includes a list of 
Program Objectives that details the information that participants should learn from watching the 
program. 

 
b) If required by your organization, make an attendance record to be signed by each participant to 

document the training to be conducted. 
 

c) Prepare the area and equipment to be used for the training.  Make sure the watching environment is 
comfortable and free from outside distractions.  Also, ensure that participants can see and hear the TV 
screen or computer monitor without obstructions. 

 
d) Make copies of the Review Quiz included at the end of this Leader’s Guide to be completed by 

participants at the conclusion of the presentation.  Be aware that the page containing the answers to the 
quiz comes before the quiz itself, which is on the final page. 

 
CONDUCTING THE PRESENTATION 

a) Begin the meeting by welcoming the participants.  Introduce yourself and give each person an 
opportunity to become acquainted if there are new people joining the training session. 

 
b) Introduce the program by its title and explain to participants what they are expected to learn as stated 

in the Program Objectives of the Fact Sheet. 
 

c) Play the program without interruption.  Upon completion, lead discussions about your organization’s 
specific policies regarding the subject matter.  Make sure to note any unique hazards associated with 
the program’s topic that participants may encounter while performing their job duties at your facility. 

 
d) Hand out copies of the review quiz to all of the participants and make sure each one completes it 

before concluding the training session. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4041  FIRE SAFETY FOR OFFICE WORKERS (Concise) 
FACT SHEET 

 
LENGTH: 10 MINUTES                           
 
PROGRAM SYNOPSIS: 
While office workers often don’t think much about the potential for fire while performing their jobs, there are more than 
1,000 fires in office environments each year.  Such factors as employee complacency, office equipment and appliances 
that generate heat and large amounts of paper and other combustible materials can all contribute to office fires resulting 
in major property damage, serious injuries and fatalities.  This program discusses how to prevent these and other factors 
from contributing to the ignition of fires and how to respond if a fire were to break out. 
 
Topics include good housekeeping, controlling electrical fire hazards, emergency action plans, evacuation procedures and 
using the PASS system to extinguish a fire. 
 
PROGRAM OBJECTIVES:  
After watching the program, the participant will be able to explain the following: 
• Why good housekeeping is important in preventing office fires; 
• What are some of the employee responsibilities as part of the company’s emergency action plan; 
• How to control electrical hazards that can ignite fires; 
• How to safely evacuate an area during a fire emergency; 
• How to use a fire extinguisher to put out a fire. 
 
PROGRAM OUTLINE: 
 

BACKGROUND 
• Fires in the workplace—When we hear about these types of incidents, we most often think of fires that break out in 
facilities such as paper mills, chemical processing operations and other industrial locations, but industrial facilities aren’t 
the only worksites vulnerable to fire hazards.   
• While office workers often don’t think much about the potential for fire while performing their jobs, there are more 
than 1,000 fires in office environments each year. 
• Such factors as employee complacency, office equipment and appliances that generate heat and large amounts of 
paper and other combustible materials can all contribute to office fires resulting in major property damage, serious injuries 
and fatalities. 
 
THREE ELEMENTS OF FIRE 
• All fires require three elements: fuel, heat and oxygen.  Removing any of these three elements will cause the fire to go 
out. 
• A fire starts with heat, which can be generated by a wide variety of things in an office environment. 
• After a fire has been ignited, more heat will produce and it will grow larger as long as there is sufficient fuel and oxygen 
present. 
• Materials in an office that can fuel a fire include various products made from paper, cardboard or wood as well as 
furnishings such as desks, chairs or drapes. Various types of office equipment housed in plastic and polymers may also 
fuel a fire such as printers, copiers and shredders. 
• The third requirement for fire is oxygen.  The more oxygen available, the more fuel will burn.  A fire will use increasing 
amounts of oxygen from the immediate area as it continues to grow and consume more fuel. 
• One of three things must happen for a fire to go out: its heat is removed, all the fuel is burned up or its oxygen supply 
runs out.   
• When a fire is extinguished, it is usually accomplished by removing either the heat source or the oxygen.   
• To prevent fires, you must take the necessary precautions to keep fuels from coming in contact with any type of heat 
or ignition source. 
 
GOOD HOUSEKEEPING 



• One of the most effective ways to keep fuels separated from ignition sources is to follow good housekeeping practices.  
• Keep your work area as neat as possible.  Don’t allow excess paper to stack up and always keep papers separated from 
any sources of heat that could ignite it. 
• Don’t allow waste paper and other debris to accumulate on the floor or behind your desk. 
 
CONTROLLING ELECTRICAL HAZARDS IN THE OFFICE 
• Besides good housekeeping, recognizing and correcting fire hazards is a big part of preventing office fires. 
• The majority of office fires involves electricity, so you must be aware of any problems with electrical equipment and 
outlets and be on the lookout for overheating equipment and overloaded circuits. 
• Be aware that using an excessive number of power cords in the same outlet can overload the circuit and cause a fire. 
• Equipment that draws a lot of current such as copiers or coffee makers should be plugged directly into an outlet, rather 
than using an extension cord. 
• Extension cords should not be used to permanently power equipment because their condition can deteriorate over 
time.  Extension cords are only designed for temporary use and should be removed as soon as possible. 
• You should inspect power cords periodically to make sure they have not developed cracks in the insulation, have any 
exposed wires or are missing the grounding pin.  Equipment with damaged cords must be removed from service until it 
can be repaired or replaced.  
• If you smell something burning or see smoke coming from equipment, unplug it immediately and notify the proper 
authority. 
• Toaster ovens, hot plates, coffee makers and other small appliances should be restricted to the facility’s kitchen or 
break room.  These types of appliances can easily ignite paper and other combustible materials around them. 
• Check your work area for fire hazards before leaving each day.  
 
BECOMING FAMILIAR WITH THE EMERGENCY ACTION PLAN 
• Your company has a plan in place that outlines what you should do in the event of a fire or other emergency.  This plan 
will detail procedures for reporting fires, fighting fires and evacuating the premises. 
• As part of this plan, you should learn the locations of the fire alarms in your work area, how to activate them and what 
their signal sounds like. 
• You should know at least two escape routes. This ensures that if one escape route is blocked by fire, you will know 
another path to safety. 
• It is critical that you know how to get from your work station to the nearest exit. 
• You must also know the designated meeting place where you are to report after evacuating. This allows all employees 
to be accounted for so emergency workers can promptly search for the missing.  
 
EVACUATION PROCEDURES 
• When you hear a fire alarm, you should follow your assigned evacuation route quickly, but without running. If your 
path leads you towards the fire, intense heat or smoke, find another route to exit the building. 
• Always use the stairs to evacuate from upper levels.  Never use an elevator during a fire because you could become 
trapped if the power goes out. 
• When approaching a closed door, feel the handle with the back of your hand for heat.  Then, feel the door starting at 
the bottom and move up to the top.   
• If the door is hot, do not open it.  Fire may be on the other side.  Turn around and find another way out.   
• If the door is not hot, open it slowly and be ready to close it if heat and smoke are present. 
• If no one is evacuating behind you, close doors as you pass through to slow the spread of the fire.  
• If you encounter smoke, get as low as possible to the floor and move toward the exit, taking short breaths along the 
way. 
• Once outside, get to fresh air and take deep breaths.  If you inhaled smoke or were burned, you should seek medical 
attention as soon as possible. 
• Do not attempt to reenter the building to rescue co-workers.  Stay clear of the building until emergency responders or 
your supervisor indicates that it is safe to return. 
 
 
 



RESPONDING TO SITUATIONS TOO DANGEROUS FOR EVACUATION 
• There may be some situations where smoke is too thick or you are surrounded by heat and fire to escape safely.  You 
must remain calm and act quickly if this occurs. 
• Protect yourself by closing as many doors as possible between you and the fire. 
• Use towels, jackets, shirts or similar items to seal cracks where smoke can enter.  If have access to water, soak these 
items before placing them. 
• Use your cell phone or any other available telephone to call 911.  Make sure to tell the person on the other end your 
exact location. 
 
PROPER USE OF FIRE EXTINGUSHERS 
• All offices are equipped with fire extinguishers; however, you must be trained and authorized by your company before 
using an extinguisher to fight a fire.  In addition, you must have a clear means of escape, the fire must be small and you 
must know what class of fire is burning before you can safely use a fire extinguisher.  
• The most common fire extinguisher used in an office is the ABC type, which will safely extinguish Class A, B or C fires. 
• If you have decided to fight the fire, first make sure an alarm has been sounded and the fire department has been 
called.  Next, make sure you have an unblocked escape path from the fire should it grow larger.  
• Then position yourself about eight feet from the fire and use the fire extinguisher to extinguish the flames using the 
PASS system.  The PASS system is an easy reminder of how to properly operate a fire extinguisher. 
• First, Pull the pin and Aim the nozzle.  Then Squeeze the trigger and Sweep from side to side. 
• Fire extinguishers run out of extinguishing agents rather quickly.  When it is empty, back away from the fire and set 
the empty extinguisher down on its side. 
• Whether you think the fire has been extinguished or not, evacuate the premises and report to your designated 
assembly point.  
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ANSWERS TO THE REVIEW QUIZ 

 
1. d 
 
2. a 
 
3. a 
 
4. c 
 
5. b 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
FIRE SAFETY FOR OFFICE WORKERS (Concise) 

REVIEW QUIZ 
 
The following questions are provided to determine how well you understand the information presented in this program. 
 

Name__________________________________________Date_______________________________ 
 
1. A fire will continue to burn until ______________. 
 

a. Its heat source is removed 
b. All its fuel is burned up 
c. Its oxygen runs out 
d. Any of the above answers occurs 
 
2. Extension cords should not be used to permanently power equipment. 
 

a. True 
b. False 
 
3. You should always use ________________ to evacuate the upper levels of a facility during a fire evacuation. 
 

a. The stairs 
b. An elevator 
 
4. How should you check to determine if a door is too hot to open and proceed through? 
 

a. Feel the handle with your palm then feel the door from the bottom to top 
b. Feel the handle with your palm then feel the door from top to bottom 
c. Feel the handle with the back of your hand then feel the door from bottom to top 
d. Feel the handle with the back of your hand then feel the door from top to bottom 
 
5. The most common fires in office environments are those that involve ______________. 
 

a. Combustible materials 
b. Electricity 
c. Flammable gases and liquids 
 


