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POLICY STATEMENTEU 3K 75 BH :
Ensure that the all employees are fully conversant with the hotel action on the outbreak of fire
procedures.

FORITAT 03 AR RO K B A B 58 RGBS AT SR .

PURPOSE H ff]:
The purpose of this policy is to set out the board principle regarding the action to be taken at the scene
of the fire.

BEBCR I H )5 B AR A K B L i RT3 1 S

PROCEDURESFE)% :
PROCEDURES ON REPORTING OF FIRE
KEAR TR

GENERAL FIRE INSTRUCTIONS
— B KE TR

A. What to do in case of a fire
TR A K R B AT A 3R
1. Person who detects a fire should inform the Telephone Operator by dialing “0” and telling her:
RILK I NN RIFR AT “0” AN, i -
a) Exact location of fire KWK [ B RN &
b) How big the fireis ‘K #FH K /)
c) Isanyoneinjured HIA %45

2. a) Small Fires: /NG KK
Try to extinguish the fire using nearby portable fire extinguishers
i P i OB A5 TR KA R K
b) Big Fires: Kyl kK
Sound fire alarm by breaking the break glass

B, FahRE

In case of Big Fires: TR RAEE KKK

Assist injured persons by bringing them first to the nearest safe place and then to the designated
evacuation area, which is outside the building at the emergency staircases.

HAR AN RS BT e A, SRJE s e AmTE, N R RN S AN E E A A
o
Report to the Front Office Manager and wait them in the lobby for BOMBA (Fire Brigade) to arrive to
direct them the right way.

0] BT S & B 5 IF AR R LSS A H BT RN, DUMELEARAT T Bk J5 mBAT 148 51 IERf 11 52 R J7 07
Wait for instructions from the Executive staff.
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FRATBN SRR -

Do not open doors or windows unnecessarily, as this will help the fire to spread further.

R BERFOS, NEITIFISCE S, UBIE kSt — S

Do not make use of elevators during a big fire but use the emergency staircases. See appendixes for
location of emergency staircases. Do not panic but think calmly what to do.

HRAE R KR I 2 il U AN B i b . B IERI AL B S PR BEPRFFEE T A8
g A5

B. Action To Be Taken When Sprinkler System is Being Activated

SWKBERG RN, RREAITE

1. Immediately inform the Telephone Operator by dialing “0” from any house telephone.

A7 R AIEE F TSR T 0" I A HLER R 0

2. The Chief Engineer or Assistant Engineer, on receiving the message, will send a technician to stand
by at sprinkler main stop valve to monitor water flow when a fire out message is received.

MR K JGRENR, S TR E B T AR MNIR — A7 AR N 53 B30 7K e B 1) 32 o) 1 4k
K E

3. Fire Brigade will arrange to have the system back to normal as soon as possible.

TH BT SURE 2 RAR(E R SRR IR

C. Action To Be Taken When Wet Chemical Hood Stem is Being Activate
405 51 R G fE I N BT 3

1. Immediately inform Telephone Operator by dialing “0” from any house telephone.

ALY s R E AR RRIBSY IR 25 g
2. Follow the fire checklist procedures.
HIEH IR B FR
3. Chief Engineer will restore the system back to normal as soon as possible.

S TRENTOR RARAE R G R IR

I. TELEPHONE OPERATOR/E Hl::
1. On receiving a call reporting a fire, immediately ask the caller CALMLY:

WK T AR A I, ORAFT- 5 9T S B9 ) > FL

- Whereis the fire? (note the time) ‘K K )AL B (idsx FEFTA])D

- How big is the fire? What kind of fire? kK # k7N e K o HIFH 2

- Isanyone injured? 5 L\ A %245
Then say, if it is a guest, “please leave your room and | shall inform the Fire Brigade immediately”. If it is
any employee, then instruct the caller “start to fight the fire with an extinguisher”.
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WARRFERAEN, WE PR E B IR B3], ks L RIE HH BB .

YRR L S 1 kA KK

2. Inform the persons below in the following order:

SE R UGB EN LR A B

1) COS-PRZZER s 5

3) AM(KREZ23)

4) MOD (during MOD duty hours) [HHI4¥ (FE{EIERTEN)

5) Person in charge of simulating fire site 5 X XI5 TR A S

6) It’s very important to dial “119” after confirming the fire.

U KB BRI 119" IR HIERIEE EEN,

3. Note the exact time when the first call reporting the fire was made, including any others similar

calls. Then wait for further instructions from hotel management.

AR T,

TR AR T BSR A T#i 75 B SR R IR RN (8], SRS SRR i B B — P R R

o

REMEMBERY]1C ;

Confine the report of the fire to only persons who should be informed. This is to avoid unnecessary
panic. In case you receive any outside calls (except from Senior Executives) asking for news of the
fire, please tell them politely that the situation is beyond control. Speak clearly and calmly. Do not

get excited.

NBERANBDERRN, KRRENFEERBRTENSMZERIAR WRIREBUEMIE
HE(EEREAN RS WEKRE, FHELSH SRS CLB B,

BB RWIHREEEE, TAANEES.
Duty Engineering T FESELBE T2 -

He will automatically shut the electrical supply and gases and station 1 staff at the fire control room.

He will also cooperate with the Fire Brigade personnel such as providing relevant building plans.

fibeks B 8h ok ALY AR GEHFIR— 44 0 ARV B P = B B 53 9F 1 HL AR (A A 2

S

Shutting down of sprinkler system mains stop valve after ascertaining the fire is complete out.

FERAIN T KR CHHINKR, R AR B A £ T 95

Make a roll call of his staff after evacuation.

e RN B TR

Ascertain safety worthiness of all services before putting them back in operation.

£ HEBTIZAT Z BTN FITAT I 55 B0 8 A2 PT 2 xR 1
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4. Replacement/ refill fire extinguishers depressurize the sprinkler systems and ascertain all fire-fighter
and protection systems are back in good order as soon as possible.

R B ARG, DR AP AT T B B8 SR RGURRIK B IR H

1. SAFETY & SECURITY MANAGER AND SECURITY OFFICER

REZHLENR

> Security Supervisor: 1% 3 &
Immediately organize security officers to contain the fire; effectively control each safety exits
and prevent the entry of unauthorized persons into the hotel; instruct and guide the entry of
fire brigade and fire vehicles; ensure that the safety exits and evacuation staircases are free
from any obstruction; ensure that the fire lift is on the first floor before the arrival of fire
brigade, other elevators are not allowed to use till fire situation is cleared; report the details of
fire to the Chief of Security and Security Manager.
SLEPZHZSAE N G St R K IR, R P G & N H BT b N SRR A 5347 e, 1
FITHBTAN 5 R AN, B &t . BRECE RSB, TR W BT BAN D3 B IR
JEEPIRATAE—#E, A i s, BRI KAPIERR . S IR 2 ER A
B2 HR 5 1 O

> Other Security Officer: HAth 24{E 572 T
1. The floor patrolling guard to proceed to affected floor upon receiving a fire alarm from
Fire Control Centre. If a genuine fire is found, feedback to fire Control Centre
immediately and call out “19” command, use the nearest fire equipment to contain the
fire.

REJR R e BN R O KEE R R, R EIRERR, EIAKEE, 5L
B S it 2V B s, [RIEE  H OR 22197 114, F i BT FH 5l )RR 284 KK

2. CCTV guard inform the telephone operator by dialing “0” upon receiving fire information
issued by Fire Control Centre, inform the affected floor and guest room number. At the
same time to inform person in charge of security department; track fire site in time.

M S A PR G A W B B P A A KCEE B R, SLRDETRE R E AL 07, BB
RIER B A, [FIRBEA R HR A DTN Bk i ERER KR I .

3. Ifitis afalse alarm, feedback to Fire Control Centre to reset the fire alarm system.

tire REBAREAE S, R RBHH B D K E R G R AL

Iv. EXECUTIVE HOUSEKEEPERZ B X &
On receiving a fire message on the guest room floors:

BEERKERFE:

1. She will be present at the scene of the fire to reassure all guests.

J82 ST R B8 SR X 2405 A

2. On receiving an evacuation instruction, direct all guests to leave via the fire exits, i.e. the staircases
at both ends of the floors. She can leave after all guests have been evacuated.
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ML IE LR, SLRVEIRIER RO, AR PTI sREOE BRR 51 % NIRRT
YN vt B & se ol iV EYAIE S

3. She will account the number of guests after evacuation and verify with the AM.

BG5S RERFEZSENNE
4. Make a roll call of her staff after evacuation. {55 5¢ 52 JG AZ G 5611 51 15

V.  ASSISTANT FRONT OFFICE MANAGER X BI| 3
On receiving a fire message, immediately inform GM&DGM
TEAF B K G AR I 2L B 8 0 s 22 BOR ) B

On receiving the general evacuation instruction, assign designated staff to staircase exit on the first
floor and instruct guest evacuation.

RN JR, KIREHOTSR TR IRM N 53 258 — 247 KIX 4848 51 B AN B Ak

1. Ensure the cashiers have locked away all monies and closed all guests’ safe deposits before leaving
for evacuation.

FERUE 2T, W DRk T e NI ORISR AR BT

After evacuation, together with Housekeeper in accounting the number of guests from the room floors
and makes a roll call to his staff.

P X )G, 5% 8 GRS B ARSI 0 TR B0 i

2. Note: All lifts will automatically land and stop at lower ground floor if a genuine fire happens.

EE: EIRESRAER, Bkl E s ElE—=.

V. THE GM OR DGM
BEENE EEE

1. He will decide on calling Fire Brigade and initiate evacuation instructions prior to arrival of Fire
Services.

el 2 PR 2 A 1 B AR A A8 2 75 B T Bl A B HR s I DRE

2. He will be overall in-charge of the fire situation until taken over by the Fire Brigade Officers.
TETH BT RN 53 BIE HR i S 28 BE A7 BTN KR I o

VI.  EVACUATION PROCEDURESHI TR
Only the GM/DGM or other authorized executive manager can give orders for general
evacuation / partial evacuation:

PTG i Sk 0 P ) e 2 R A 3 A ) R A 7 38 2 075 R R A 4 S B RS i
This can concern part of a floor, whole floor, a whole wing, a whole public area or the whole
hotel. The executive in-charge will establish assembly area at the loading bay and ad instruction
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should be gathered from there. He will decide when to make use of the in-house emergency call
system. Once the order for evacuation has been given, the following steps will be taken:

KW KB E, BAER, BT, BN LXKIREEBEANMRE . A5t NBE%
A DX ST AR A T RET N — PRI . A OB TR N R R S RS, — B
B, OREREUT Bt

Front Office ManagerR(JT &3 .
1. Get and keep the emergency key from the safe.

SEFIE AT A B B,

2. Rush to the scene of the emergency and assist guest evacuation, advice the guests briefly,
determinedly but calmly: “This is an emergency, please evacuate the building as quickly as
possible through this staircase (point the way). DO NOT use elevators and evacuate to the
assemble point.

SLEGE RSO, hBhEECE N, EARFRAFIF SRR “BUEWE KA R ST
, TERGEZAEE, H)RRALHEE, PRI BRSNS X

3. Evacuate from the fire site and wait for further instructions from the command.

RS KRB, S BRI — P R

Housekeeping % 5 &1
- To bring blankets and towels to the designed evacuation areas.

i BERANE D BB AKX .

Front Office B /T & :

- Supervisor to collect, as quickly as possible the latest printout of in-house guest list and bring
them to the point of assembly, so that a proper person count can be conducted.
B & EERPUTEIH — I EJE 2 N4 8, IR SIS & X DL & B0 S U
BN

Financial Controllerlt44%:
- To secure all important papers and cash. He will contact the insurance company to establish
losses and claims.

RAFIF A A AR R S 0E, JFEREA RIS, BIHRAE .

REMEMBERY]iE: Do not try to risk your lives in order to save property; the Hotel is insured in such
case

AZN T R B B 2 A fa R 8 ARSI DR

VIIl.  FIRE PREVENTION IN GENERATH B 38 X K -
1. Do not smoke in any service area, kitchen or non-public area and exercise care in the
disposal of cigarette and cigar butts. Be sure they are all out.
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IX.

10.

ANEAER S XSk B8 55 B AR A SR DR, IR A 2 SR IXIURCE AR IR AEL A P A
S eI K.

Never empty your ashtray in a waste paper basket.

AN [v) 7 PR PR AR S LA K

Do not open or break windows when an area is filled with smoke due to combustion unless
the situation might lead to suffocation.

B X GRIEE N FZ ARG R, BRAEA BE S = B RHEN T AT I8
R .

Try always to cut off oxygen supply from a just started fire, by covering it either with a
blanket, coat or sand.

H KW RRERT, AR, ATUUHBE. KR W35 i 8 5 31K
DS LGk

Never use water to extinguish a oil or liquid fire.

TRBHEWAEE KIEAE K RIE K

Avoid congestion of passage-way, entrances, exits and stairways with tables, ladders and
other equipment.

E3BE e AEEIE . BEH T MRS SEMR IR 1 B e et e, By IR P s EORE

o

Use fire extinguishers to fight fire of combustible materials like woods, paper, textiles and
fires started in either “live” or switched off electrical equipment.

R K IR GRS 485K Fig3dh, 2K U0e B & 51 RN S5 V) i
/S

Be familiar with all locations of hydrant in your working area and make sure you know how
to use it.

AR TAR XN P P ke A B, IF RS E .

Be familiar with the location of fire alarm buttons in your working area.

PN AR DX 33 B i B L 7 B

Engineering Department must conduct regular tours of the whole hotel to detect any
possible fire hazard.

TRE B AU FAR BN KL LR R AT W U A, DABITARART AT RE R AR I K

INTERNAL FIRE FIGHTING EQUIPMENT AND FIRE ALARM SYSTEMS

1.

HERBT K B K ERE RS

FIRE HYDRANT/ WET RISERS SYSTEM JH Bt/ Bik K K R4
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Fire hydrants are located outside and around the perimeter of the Hotel block and
connected to the main incoming water supply. A wet riser system with pressurized water
supply and connection outlets at both ends of each guest-room floor near the emergency
staircases and strategic points in the other floors is installed. These fire-fighting facilities are
for the Fire Brigade’s use only.

TH BT 22 2 TP S5 AR HEAE W G A Bl S R B K KRG iE e . AR MRS 2 4E
TEAb 235 T — AR KR T BB KK R X LR K e 8 2 AN HETH B BASE 17

. HOSEREEL SYSTEM4B5 & 4

A hose reel system with pressurized water supply and outlets at the same locations as the
wet riser system is installed. This facility is for the internal Hotel fire fighting team to use.

B AR K AR K BT B A 5 W K K R G RIFE R 2 e o XA A& 2 TP s P 3B B A
.

. PORTABLE FIRE EXTINGUISHERS{E #% =\ 'K ‘K 3%
The portable fire fighting extinguishers used in the Hotel are mainly the dry powder type,
water-based type and CO2 type. They are located in hydrants, kitchens, and stores and
offices etc in back-of-house areas.
FERE A P A (5 455 TR KA T2 B0 o Kok A . KRR KA A A iR K s 18
W BB N ERTE KRR B N s B PR R s A R IR T AR ZE R PR K
it o

. AUTOMATIC SPRINKLER SYSTEM & 3l (] Bk 2 45
The total building is protected by a sprinkler system with the exception of the Generator
Room, which is protected by Halon Fire Extinguishing System.

RGBSR SR B S KK R G R

The wet sprinkler system is charged with water and the required flow rates and pressure are
maintained by a system of jockey pumps and booster pumps drawing supply from storage
tanks. The sprinkler head is a fire detector by itself and abnormal temperatures will activate
the sprinkler head, which discharges a strong continuous shower of water, and a fire alarm is
triggered.

R KA R G KA R prdas i, a8 o £ e 2 PN R K LS /K 28 R 40 mT LUPR ¢
IKHE o 7K ER S AR B A — AN BNARSk, i B T  B1) — @ R B H B0 /K ks il 8 ]
300 W 5 B AR B T AR R K .

Each floor is sub-divided into zones and when the sprinkler dead is indicated, an alarm is
sounded and the area where the fire occurs is indicated in the Fire Control Panel, which
monitors the whole Hotel complex for fire outbreaks.

R AR KR DX 7K SR GEp JR 3 I T T AR B i g 23 BRI B RAR R 7 1
PRI AR L

All pumps associated with the wet fire fighting system are electric and generator driven.

FITAT B K K R GUAR A& LB (19t R FLAE 3
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5. CO2 FIRE EXTINGUISHING SYSTEM & ALBx K K RSt

Generator Room area, e.g. where the presence of water is damaging to the equipment,
dangerous or ineffective in fighting the fire, is protected by an automatic CO2 extinguishing
system. The system is linked to a heat and smoke detecting network which when activated
will discharge CO2 gas to blanket off the fire.

BLGF B KR 2 R A FEXTTH BT R Gt s i, 1 — S8 K K R =R

1 2R G055 ARG WU R0 A R 322 2 S A ) 9 22 DA P — S A0 B KRR

. HEAT DETECTOR SYSTEMIE/R R 4t

The heat detector system is a network of heat sensors installed at ceiling level to detect
abnormal temperatures, which a fire will generate. When activate it will trigger a loud fire
alarm and also visual flashing light plus alarm at the master fire alarm panel at the fire
control room. An extinguishing agent, i.e. CO2 gas will also be released if it is connected to
the thermal detection system.

KL 25 28 GE 22 AT TR I T IR NL IR B2 AR AL, KRR AEN T IR IR 3. FETH BT =
(1) KPR b AT eI R R B . BT i I R S0k 2 B s B — A AL
TAEFRK K

7. SMOKE DETECTOR SYSTEM JH/& & 4;

Smoke detectors are installed in all return air ducts of the air conditioning and ventilation
systems and in certain areas like computer hardware room, etc. Smoke issuing from a fire
will cause the smoke detectors to trigger a loud fire alarm panel. Where connected, it will
also energize the release of an extinguishing agent.

TR AR g 2 AR B BB R R R IR DAL, Wi EALE S 2 B shia il
TR SHEER IR E RS

BREAK-GLASS ALARM SYSTEMF-ZI&4} R4t

A break-glass system is installed in all guest-room floors, public and back of the house areas.
On detecting a fire, the person concerned should break the glass cover to give out a fire
alarm.

FERE KRG AE)E AL X G B X 8, KA KRS, B N 53 A] K 2 T 1 3%
I TR R

9. MASTER FIRE ALARM PANEL/K IR (B2 B 58)

The master fire alarm panel is located in the fire control room at the Upper Ground Floor and it
monitors the whole hotel complex for any fire outbreak. The floors are divided into zones and
any detection of fire by the sprinkler system, thermal detector system, smoke detector system,
and break-glass system will be indicated in the monitor panel by an alarm and a flashing light on
the particular zone. The hose reel system is also being monitored by the panel. This system is
also monitor by Security Personnel.

KEESHIRAL TR Z B ksl E, BRI EANEE KA E SRS SRR KA,
KEZHIR LK ARG RIRRG . MHER S DL T3 8 BN 1 2 9 BOF ARSI K
o B RS i Z ORE 6] HIE Bkt 2 B B s ok i 4% 1 .
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	PURPOSE目的：
	PROCEDURES程序：
	PROCEDURES ON REPORTING OF FIRE
	GENERAL FIRE INSTRUCTIONS
	Sound fire alarm by breaking the break glass
	击碎玻璃，手动报警
	首先帮助受伤人员撤离到附近的安全地，然后通过安全通道，将人员疏散到酒店外指定的集合地点。

	1) COS-保安部总监；
	2) DOE – 工程部总监；
	3) AM(大堂经理) ；
	4) MOD (during MOD duty hours) 值班经理（在值班时间内）；
	5) Person in charge of simulating fire site着火区域部门负责人；
	6) It’s very important to dial “119” after confirming the fire.
	当确认火情时最快拨打“119”报警电话是非常重要的。

