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Foreword

The Fire Safety Handbook has been updated by NYU Shanghai
Campus Safety to provide NYU Shanghai community with a
ready source of information in regard to a fire emergency
according to Chinese fire code and the reality at NYU Shanghai,
based on the Fire Safety Handbook (December 2016)
developed by New York University Environmental Health &
Safety.

The procedures set forth in this handbook have been designed
for the protection of life and the minimization of property loss
due to fire. However, a plan of action is only as effective as the
people who carry out the procedures. The actions taken during
the first minutes of a fire are crucial to averting disaster.

Therefore, all NYU Shanghai members are encouraged to
review the Handbook and familiarize themselves with the

relevant information.

In addition, all community members are requested to actively
participate in fire drills, identify fire hazards, remove hazards
when possible, and report any hazards as needed. At the start
of each new semester NYU Shanghai faculty members, staff
and teaching assistants are requested to remind students of the
location of fire exits and to use stairs to exit the building when

an alarm is sounded.
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Fire Alarm Policy

It is the policy of the University that when smoke or fire is

discovered, the fire alarm must be sounded. Because of the

potential for underestimating the seriousness of a fire condition,

Fire Alarm

there are NO exceptions to this policy.

When the building fire alarm sounds, EVERY member is
expected to evacuate the building. (Those with disabilities

should refer to General Fire Emergency Instruction on Page 9-
10)

Alarm devices activate throughout the entire building when
two fire detectors are triggered within NYU Shanghai facility.
You should be familiar with the system type in the building(s)
that you work 1n.

The fire alarm consists of the sounding of rounds of a coded
signal and broadcast. There is no code to indicate if an alarm
signifies a drill or an actual fire emergency; therefore, EVERY
alarm must be treated as a potentially serious fire unless prior

notification of testing has been given.

Fire Drill Information
The University conducts fire drills in accordance with local law.

These fire evacuation drills are conducted throughout the year.
Since fire drills are not announced, every fire alarm should
be treated as an emergency and all building occupants must
follow the emergency procedures for their building.
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General Fire Emergency Instructions

Learn the Eqress Routes

e Often the new semester may have classes and dorms at

new locations that are unfamiliar to you. Before the first

class, become familiar with the routes of egress and the
assembly points.

o At the first class meeting, faculty members, teaching
assistants and staff are requested to inform students
about the evacuation routes from the floor and the
building; and what is expected when there is a fire and
the alarm is activated.

e Ensure that the routes of egress are free of all
obstructions. Nothing should be stored in stairwells or
obstructing the path of travel through hallways. If you
do observe anything that is blocking the path of egress,
have it removed immediately.

e Fire doors should never be propped open with a wooden
wedge or other objects. Fire doors should only be held
open by magnetic door holders, and otherwise should be
kept closed at all times.
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General Fire Emergency Instructions

If You Discover or Suspect a Fire

Do not attempt to fight the fire unless it is necessary for
your escape
Activate the Nearest Fire Alarm

Fire Alarm

e Follow the instructions on the manual alarm point. The
alarm 1s transmitted to the control room, and may
transmitted to Fire Department based on system
configuration.

See pull-out poster for R.A.C.E. on Page 34.

Call Campus Safety from a safe location

e Campus Safety can be reached at +86-21-20595500
(New Bund Campus). When reporting, provide Campus
Safety personnel with the location of the smoke or fire,
including the building, floor and/or room number, as
well as the name and call back number of the person
making the report.

e Personnel at non-campus venues, such as the ECNU
campus, should follow the respective building safety
plan.
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General Fire Emergency Instructions

Evacuate

Upon hearing the alarm, all occupants must exit the
building using the nearest safe means of egress. Follow
the evacuation chart and the exit signage in corridors.
Close all doors and windows to prevent the spread of fire
and smoke.

NEVER use an elevator for evacuation.

Keep low to the floor to avoid smoke and toxic gases.
Once in the stairway, proceed down/up to the first floor
and exit the building.

Move away from the building and report to the
designated assembly area for your building. Be sure to
keep out of the way of firefighters and other emergency
personnel.

Do not re-enter the building, or allow students or
personnel to re-enter the building, for any reason, until
you are authorized to do so.

If you are a person requiring assistance from a permanent
or temporary condition, and you are not able to self-
evacuate, 1) notify your manager and request that a
buddy be assigned to assist you in the event of an
emergency, and 2) notify Campus Safety of you room
number and phone number. In the event of an emergency,
move to a location/room near the exit stairway with an
exterior window. Call 119 to let the fire department
know your location in the building; if possible, request
that someone notify fire department personnel of your

location. If needed, the fire department will assist you.
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General Fire Emergency Instructions

You are requested to aide persons requiring assistance to
evacuate. If practical the person should be evacuated. If not,

the person requiring assistance should either remain in the area

or be relocated to a designated area of rescue assistance,
preferably a room with an exterior window and a telephone
away from any imminent hazard. A Fire Warden, if present,
should be consulted to determine the best course of action. Call
119 immediately and advise of the exact location of the
person(s). If a telephone is not readily available, someone
should go to the building entrance and notify the Campus
Safety Officer on duty of the exact location of the person(s);
Campus Safety will inform the fire department of the location
of the person(s). The fire department will determine if an

evacuation is warranted.

Volunteer Fire Wardens

e (Certain buildings are required by Fire Code to have
volunteer wardens. In these buildings follow the
instruction of the wardens during fire alarm activations.
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General Fire Emergency Instructions

If You Are Trapped

e Don’t Panic!

e [f a telephone is available, notify the Fire Department
and/or NYU Shanghai Campus Safety of your exact
location.

e Keep doors closed. Do not attempt to open a door
without first feeling with the back of your hand. If the
door is hot, try another exit. If no other exit is available,
seal openings into the area with available materials, such
as wet towels.

e Signal firefighters from a window if possible.

e Stay close to the floor. If fresh air is needed open the
window slightly.

e Remain by the window until the Fire Department arrives.

If Your Clothing Catches Fire

e Don’t Panic!

e Stop where you are.

e Drop to the ground and cover your face with your hands.
e Roll around until the flames are extinguished.

e Seek immediate medical attention.
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Specific Fire Emergency Instructions

If You Discover or Suspect a Fire

In Laboratories

Activate the Nearest Fire Alarm

Notify others of the fire, as stated in the General Fire
Emergency Instructions

If possible - Shut off all gas burning equipment.
Disconnect or switch off all electrical instruments and
appliances with the exception of refrigerators and
incubators. Close the doors and windows.

If Possible - Move pressurized gas cylinders to a safe
area.

Evacuate, and call NYU Shanghai Campus Safety

In Animal Facility

Activate the Nearest Fire Alarm

Notify others of the fire as stated in the General Fire
Emergency Instructions

If possible— Be sure all animals in your area are securely
caged.

If possible— Move all animals in transit or in hallways to
the nearest room. Be sure that cages are securely fastened.

Evacuate, and call NYU Shanghai Campus Safety
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Prohibited Actions for Fire Safety

This policy ensures community safety by prohibiting fire
hazards 1in all university-operated buildings, including
academic and residential facilities.

Open Flames and Heat Sources
e Candles, incense, and other open flames are strictly
prohibited.
e Space heaters, hot plates, and personal heating devices
are banned in dormitories and offices unless approved.

Flammable and Combustible Materials
e Unauthorized storage and use of flammable liquids,
gases, and solids are prohibited.
e Fireworks, explosives, and incendiary devices are
strictly forbidden on university property.

Cooking Appliances
e Unauthorized cooking appliances like toaster ovens and
hotplates are banned in dorms and offices.
e (Cooking is only permitted in designated kitchen areas
with safety devices.

Smoking
e NYU Shanghai is a smoke free environment.
e Smoking including e-cigarettes and vaping devices is not
permitted on University property.
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Prohibited Actions for Fire Safety

Electrical Safety

Overloading outlets, using unapproved extension cords,
and daisy-chaining power strips are prohibited.

Use CCC-listed or equivalent certified electrical devices
on campus.

Charging electric  scooters/motorcycles  indoors,
extending indoor power cords for charging, or bringing
their batteries onto campus or into dormitories are strictly
prohibited.

Decorations

Decorations that obstruct exits, fire alarms, sprinkler
systems, or fire extinguishers are prohibited.

Hay, straw, and other flammable materials are not
allowed.

Additional Prohibited Actions

Intentionally or recklessly damaging or destroying
property by fire or explosives.

Creating or maintaining a fire or fire hazard.

Tampering with or misuse of emergency or fire safety
equipment, including emergency call devices, fire alarms,
fire exits, firefighting equipment, smoke/heat detectors,
or sprinkler systems.

Failing to immediately exit any facility or building when
a fire alarm or other emergency notification has been
sounded.
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How Fires Start

Fire 1s a chemical chain reaction involving rapid oxidation or
burning of a fuel. It needs four elements to occur:

Fuel - Fuel can be any combustible material: solid, liquid or

gas.

Oxygen - The air we breathe is approximately 21% oxygen.
Fire needs only an atmosphere with at least 16% oxygen.

Heat - Heat is the energy necessary to increase the temperature
of the fuel to a point where sufficient vapors are given off for
ignition to take place.

Chain Reaction - A chain reaction can occur when the other

three elements are present in the proper proportions and
conditions. Fire occurs when this rapid oxidation, or burning
takes place.

Take any one of these factors away, and fire cannot occur or
will be extinguished if already burning.

REACTION
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Classification of Fires

Class A- Fires involving solid materials such as wood, paper,

cloth and some plastic, usually of an organic nature, in which
combustion normally takes place with the formation of

glowing embers.
Class B - Fires involving liquids or liquefiable solids such as

gasoline, alcohol, paint and grease.

Class C - Fires involving gases such as natural gas, propane

and liquefied petroleum gas.

Class D - Fires involving metals such as potassium, sodium,

magnesium and titanium. Explosive reactions can result
from using common extinguishing agents on fires involving

Class D materials.
Class E - Fires involving energized electrical equipment, such

as appliances, switches, panel boxes and power tools.

Class F - Fires involving cooking media (vegetable or animal
oils and fats) in cooking appliances.

Refer to GB/T 4968-2008 and ISO 3941: 2007 “Classification of Fires”.
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Prevention of Fires

Class A - Solid Combustibles:

e Keep storage and work areas free of trash.

e Place oily rags and similar materials in covered metal

containers away from sources of ignition.

e Empty all trash containers daily.

Class B - Flammable Liquids or Liquefiable Solids:
e Use flammable liquids only in well ventilated areas.
o Keep flammable liquids stored in tightly sealed, self-
closing and spill-proof containers; away from sources of
ignition

e Clean up flammable liquid spills quickly.

Class C - Flammable Gases:
e Use flammable gases only in well ventilated areas.

e Install detectors and alarm system for flammable gases
for places with real demand.

e (Cut off natural gas supply for places without demand.

Class D - Combustible Metals:

e Always follow the material handling guidelines for the
material in use, as specified by the supplier and the
Material Safety Data Sheet (MSDS).

Class E - Electrical Equipment:
e Never overload outlets.
e Check electrical equipment for broken or worn wiring.
e Investigate any appliance or electrical equipment that
smells strange. Unusual odors can be the first sign of fire.
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Automatic Fire Sprinklers

Many locations on campus are protected by automatic fire
sprinklers. These sprinklers should be kept clear of
obstructions. Always maintain at least 18 inches of clearance
of all objects from the sprinkler to ensure proper operation of
the sprinkler in an emergency. Objects should never be
attached to or hung from sprinklers, as this impairs the function
of the sprinkler and can result in an unintentional activation,

which will cause severe flooding.
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Portable Fire Extinguisher

Every portable fire extinguisher displays the rating on the

faceplate, indicating the classes of fire which it is designed to
be effective on. The majority of fire extinguishers available

at the University are ABC, such as Dry Powder
extinguishers and Carbon Dioxide extinguishers. These can
be used on most types of fires except metal fires.

Class A Extinguishers - are effective on ordinary
combustibles. These extinguishers may utilize water, foam or
multi-purpose dry chemical agents.

Class B Extinguishers - are effective on flammable liquids or
liquefiable solids. Class B extinguishers may come in several
types including foam, carbon dioxide, ordinary dry chemical,

multi-purpose dry chemical.

Class C Extinguishers - are used specifically on fires
involving flammable gases. Extinguishing agents may be
carbon dioxide, ordinary dry chemical, multi-purpose dry
chemical.

Class D Extinguishers - are used to extinguish metal fires with
powdered agents specifically designed for the material
involved.

Class E Extinguishers - are used specifically on fires
involving energized electrical equipment. Extinguishing
agents may be carbon dioxide, ordinary dry chemical, multi-
purpose dry chemical. Carbon dioxide do not leave a residue
and may be more desirable for use on computers and other

sensitive electrical equipment.
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Operating a Portable Fire Extinguisher

A portable fire extinguisher should ONLY be used in the early
stages of a fire and ONLY when it is safe to do so.

If the fire is too large, or it is spreading and threatening to block
your path of escape, leave the area immediately. If necessary,
do not hesitate to use the extinguisher to clear an escape path.
Always fight a fire with your back to your escape route.

In an emergency situation you should know how to use an

extinguisher properly.

Important: Choose the correct class of extinguisher for the fire
situation.

Never fight a fire alone.

Use the PASS method. PULL, AIM, SQUEEZE, SWEEP.
(See pull-out poster.)

P P—- Pull the pin in the handle
A S A— Aim the extinguisher at the base of the fire
S S— Squeeze the lever while holding the extinguisher upright

S—- Sweep the extinguisher from side to side, covering the area

of the fire with extinguishing agent
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FRARKBFERE
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Campus Safety Services

The NYU Shanghai Campus Safety is available to assist
University offices with any fire safety concerns. The
department operates 24 hours a day, also serving the NYU
Shanghai Community by providing security services,
emergency response, Lost & Found and campus transportation

service.

The department web site at https://shanghai.nyu.edu/campus-

safety contains University guidelines for these issues.

For questions or additional information, call the Command
Center of Campus Safety Room E118, New Bund Campus at
+86 21 2059 5500 or email to shanghai.safety(@nvyu.edu.

ElRALRKEE NI RN RS AT R CH B % 4
HI R WA Ss . BEoh, AILamlid i o %ok, N
TN SRR AT LA LA el 23 55 i 55

INFLZz A d N E https://shanghai.nyu.edu/campus-safety , 5

3 Wk A ) DA b 2% TR 55 A PR 5 2

WA BE N B, T IRFTHER 021 2059 5500 Bk &R AL TR
Bl E118 EHIA L& IgHE PO, B0 KEMHE

shanghai.safety@nyu.edu.
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NRBETEIBRACERE
Remember RACE during fire

o IERUR) — ZEISEN B LBl AR

RESCUE — Rescue people in immediate
danger

o T (A) — BEARER, BITHARIE
2059 5500/ 119

ALERT — Activate fire alarm, dial
emergency phone number 2059 5500 / 119

o HF](C) — (A 1E (ERLWFTIET)
CONTAIN — Close all doors and windows
(if safe to do)

o BB N (E) — NARMEZ REEAS,
RN R
EVACUATE/EXTINGUISH — Evacuate
building to assembly point, extinguish

SUEURITTEES
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RAZFZRER A

How to Use a Fire Extinguisher

B

WRAVRAEICAE T R 48 5 PASSHI 0, B “Phigdads” , e
RKBFE R ITIE B 5 — 2,

It's easy to remember how to use a fire extinguisher if you can
remember the acronym PASS, which stands for PULL, AIM, SQUEEZE
and SWEEP.

TIMaSE5R K. HRIEEERAMEEL.
Do not fight a fire alone. Always make sure aroute of escape is
available.

R, PR

t Pull the Pin
Pull the pin XKL AR RERE R KK 2
This will allow you to discharge the extinguisher.

FHE AR R
J‘ﬁ Aim at the base of the fire
Ty

IRARRHER K IEA S AR AMD , BaRIGHI2FE
KHATIT AN BERS B KA o VRN XS TSR o

If you aim at the flames (which is frequently the temptation), the
extinguisher agent will fly right through and do no good. You want to hit
the fuel.

TR | TR FARE EH

Squeeze the top handle or lever
Squeeze the Handle KJ%E‘F*%EIKJ(%% W 9_{9{%” E],(J ﬁ%ﬂ o

This depresses a button that releases the pressurized extinguishing agent
in the extinguisher.

EHEH) ERIZThEE

N Sweep from side to side

o oo | T IGHIE T I AN . 8 T K BRI A 5 KA IR 22 4
PR, BB METESN. KA KT, IR R R K X R B R
Until the fire is completely out. Start using the extinguisher from a safe
distance away, then move forward. Once the fire is out, keep an eye on
the area in case it reignites.
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