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INSTRUCTION NO. 6-PB
on fire safety measures in administrative 
and service premises

1. General provisions.
1.1. This instruction was developed in accordance with NAPB A.01.001-2014 "Rules of fire safety in Ukraine" (hereinafter - the Rules) and establishes fire safety requirements for administrative and service premises of LLC "Name" (hereinafter - the enterprise).
1.2. The instruction is mandatory for study and implementation by all employees who are in such premises.
1.3. The head of the enterprise must appoint persons responsible for the fire safety of individual buildings, structures, premises, sites, technological and engineering equipment, as well as for the maintenance and operation of fire protection equipment, by a corresponding order.
1.4. Responsibilities regarding fire safety, maintenance and operation of fire protection equipment are provided for in the relevant job instructions, duties, and regulations of the unit.
1.5. For violation of the requirements of this instruction, the guilty persons bear administrative, disciplinary and criminal responsibility according to the current legislation of Ukraine.
2. Fire safety requirements.
2.1. Smoking is allowed only in designated smoking areas, equipped with an urn or ashtray and marked with the appropriate information sign "Smoking area". 
2.2. If it is necessary to install objects on the windows of premises where people are located, the bars must be opened, moved apart or removed. During the stay of people in these premises, the bars must be opened (removed). 
2.3. All buildings, premises and structures of the enterprise must be promptly cleaned of combustible garbage, production waste and constantly kept clean.
2.4. Fire-fighting systems, installations, equipment of premises, buildings and structures (smoke protection, fire automation, fire-fighting water supply, fire-fighting doors, valves, other protective devices in fire-fighting walls and ceilings, etc.) must be constantly maintained in good working condition.
2.5. It is not allowed to install any devices that prevent the normal closing of fire and smoke doors, as well as to remove devices for their self-closing. 
2.6. Staircases, internal open and external stairs, corridors, passages and other escape routes must be provided with evacuation lighting in accordance with the requirements of building regulations and rules for the arrangement of electrical installations. 
2.7. Evacuation lights should be turned on at dusk if people are in the building. 
2.8. Evacuation routes that do not have natural lighting must be constantly illuminated with electric light (in the presence of people).
2.9. Escape routes and exits must be kept free, not obstructed by anything, and in the event of a fire, ensure safety during the evacuation of all people who are in the premises. 
2.10. Evacuation routes that do not have natural lighting, in the event of the presence of people in the premises, must be constantly illuminated with electric light.
2.11. Furniture and equipment should be placed in such a way that a free evacuation passage to the exit door from the premises is provided (at least 1 m wide). 
2.12. Electrical networks, electrical appliances and equipment must be operated only in good condition, taking into account the instructions and recommendations of the manufacturing companies. If damage to electrical equipment is detected, it should be immediately turned off and disconnected from the mains.
2.13. Electric heating devices (kettles, kettles) should be used in designated areas (kitchens, dining rooms). At the same time, electric heating devices must be installed on a non-combustible base or non-combustible substrates.
2.14. Electrical appliances and equipment must be connected to the electrical network only with the help of working plug connections and factory-made electrical sockets. 
2.15. Oil radiators and electric heating panels with closed heating elements can be used for heating small rooms. Such radiators and electrical panels must have a working individual electrical protection and a thermostat. 
2.16. Documents, paper and other combustible materials should be stored at a distance of at least 1 m from electrical panels and electrical cables, 0.5 m from electric lamps with incandescent lamps and 0.25 m from heating devices.
2.17. All employees must know the location of available primary firefighting equipment and be able to use it.
2.18. After finishing the work, you should inspect the premises, make sure there are no violations that could lead to a fire, turn off the lighting and electrical equipment (with the exception of equipment that, according to the requirements of the technology, must work around the clock).
2.19. Not allowed:
arrange thresholds, ledges, turnstiles, sliding, lifting doors, revolving doors and other devices on the evacuation routes that prevent the free evacuation of people; 
to clutter evacuation routes (corridors, passageways, stairways and platforms, lobbies, halls, vestibules, etc.) with furniture, equipment, various materials and finished products, even if they do not reduce the standard width; 
hammer, weld, close with padlocks, bolt connections and other locks that are difficult to open from the inside, external evacuation doors of buildings; 
use combustible materials for cladding walls and ceilings, as well as stairs and landings on evacuation routes (except for buildings of the V degree of fire resistance); 
place wardrobes, hangers for clothes in vestibules of exits, adapt for storage, including temporary, any inventory and material; 
clutter doors, hatches on balconies and loggias, transitions to adjacent sections and exits to external evacuation ladders with furniture, equipment and other objects; 
arrange rooms of any purpose in stairwells; 
arrange storerooms and built-in cabinets in common corridors, with the exception of cabinets for engineering communications; store combustible materials, as well as other extraneous objects, in cabinets (niches) for engineering communications;
remove devices for self-closing doors of stairwells, corridors, halls, vestibules, etc., as well as fix self-closing doors in the open position; 
reduce the standard area of ​​transoms in the outer walls of stairwells or install them; 
to hang stands, panels, etc. on the walls in stairwells; 
arrange a slippery floor on the evacuation routes;
use of home-made electric extension cords; 
use of non-standard (self-made) electric heating equipment or incandescent lamps for room heating; 
use of damaged sockets, branching and junction boxes, switches and other electrical products, as well as lamps, the glass of which has darkening or protruding traces; 
hanging lamps directly on current-carrying wires, wrapping electric lamps and lamps with paper, cloth and other combustible materials, operating them with the caps (diffusers) removed; 
use of electrical equipment and devices in conditions that do not correspond to the instructions (recommendations) of the manufacturing companies; 
use in fire-hazardous areas of lamps with incandescent lamps without protective solid glass (caps), as well as with reflectors and diffusers made of combustible materials; 
leaving heating devices, televisions, radios, etc., turned on when leaving the premises, unattended; 
storage of combustible materials at a distance of 1 m from electrical equipment and under electrical panels; 
use switches or sockets to hang clothing or other items; gluing areas of electrical wiring with paper, flammable fabrics;
use of household electronic heating devices (irons, kettles, kettles, etc.) without non-combustible heat-insulating stands and in places (premises) where their use is not provided for by the technological process or is prohibited; 
cover exposed wiring or cables with wallpaper;
to smoke in non-designated and not equipped places for smoking;
use flammable and combustible liquids, use open flames, and carry out fire-hazardous work without a special permit.

3. Actions of employees in case of fire.
3.1. In case of detection of signs of fire (burning), each employee is obliged to:
immediately notify the fire and rescue service at 101. At the same time, it is necessary to name the location of the facility, indicate the number of floors of the building, the place of the fire, the situation at the time of the fire, the presence of people, and also give your surname; 
take (if possible) measures to evacuate people, extinguish (localize) the fire with primary firefighting equipment and preserve property; 
report the fire to the administration of the enterprise or the corresponding competent official and (or) the person on duty at the facility;
turn off, if necessary, electrical equipment and ventilation;
if necessary, call other emergency and rescue services; 
in the absence of representatives of the enterprise's administration, in the event of the arrival of fire and rescue units, organize their meeting and provide guidance and other assistance in the process of extinguishing the fire. 
3.2. Telephone numbers of emergency and rescue services:
101 – fire and rescue service;
102 – National Police;
103 – emergency medical service;
104 - emergency gas service.
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