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THE PORT AUTHORITY OF NY & NJ

Daniel 0. Duffy
FOI Adrnfaistrator

Aprl 26, 2012

Mr. Christopher Dolan

Re: Freedom of Information Reference No. 13063

Dear Mr. Dolan:

This is a response to your March 9, 2012 request, which has been processed under the Port
Authority’s Freedom of Information Code (the “Code™) for a copy of the World Trade Center
Tenant Fire Safety Guide from 2001 that was provided to fire wardens.

Material responsive to your and available under the Code, may be found on the Port Autherity
website at hitp://'www.panyni.zov/corporate-information/foi/13063-WTC.pdl. paper copies of
the available records maybe requested.

Please refer to the above FOI reference number in any future correspondence relating to your
request.

Yery truly yvours,
FE

Damiel Duffy
FOI Administrator

Enclosure

225 Bark Avenue South
Mew York, , WY 10003
T-212 435 3842 F 212 435 7555
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Il. Fire, Environmental and Public Safety Requirements

World Trade Center Fire Safety Features
A. Building Features

1.

Sprinklers are the kevstone of the fire safety systemn in The World Trade Center. This system makes The World
Trade Center the largest sprinkler-equipped office building in the world, Since the code mandales the spacing
between sprinkler heads, the system is custom-installed to meet a tenant's configuration of space paritioning.
Adjustments can be made as alterations occur in the space.

Sprinkler heads are recessed in the ceiling and concealed b'y an attractive polished metal plate.

. Built-in smoke detection eguipment in the return air ducts of the heating, ventilation and air-éondiiioning systemn

autdmaucally activates alarms indicating the presence of smoke or fumes. Currently, the smoke datector system
is in the process of being upgraded. Once the system is completed, it will be up to the highest safety standards

currently available.

. Manual pull stations are located near each stairwell. When activated, they will send an atarm to the New York

City Fire Department and the Fire Commang Station in the Lobby,

Floor Warden phones on each floor provide immediate two-way voice communications with The World Trade
Center Fire Command Station.

. A smoke purge system, buill into The World Trade Center towers' ventilation system, is activaied at the direction

of the New York City Fire Departrment in the event of fire. It draws smoke and fumes out of tenant areas, and at
the same time, pumps 100 percent fresh air into the public corriders. This enables tenants on the fire floor to
pass safely through the corridors 1o their assigned fire stairways, should evacuation be considered necessary or

desirable.

. There are fire stairs serving each building, assuring widely separated evacuation altgrnatives in the event of fire.

They also give firemen safe passage upward to fight the fire. Each of these fire stairways has battery powered
lighting, a standpipe, walls and doors of fire-resistant construction and photcluminescent signs.

. Water supply and water pressure for fire-fighting are provided by the standpipe systems and three pumps in

sach tower. Two additional pumps are located in the subgrade area. Several 5,000 gallon tarks of water are
strategically positioned within the towers. Two pumps alone ¢an provide adequate pressure to the 110th floor.
However, by inter-connections betweaen the two towers, up to five purnps can be made available to fight a fire in

a lower.
Fire extinguishers and fire hoses are installed in stairwells on all floors. In addition, all-purpose firefighting carts

are stationed in skylobbies. These carts, which are for use primarity by the Port Authority Police, are equipped
with three different kinds of fire extinguishers - water, carbon dioxide, and dry chemlcal They also carry

resuscxla!ors and other emergency equipment.

'Emergency power is provided when neaded by six 1,000 kilowatt emergency generators which are available for

use in the event of a power failure. Each emergency generator is routinely operated and maintained 10 assure its
performance. This equipment assures power supply for communications, elevators, and emergency lighting in
corridors and stairwells for fire pumps. Another source of power for the fire alarm system to backup the
generators is a connection 10 the Public Service Electric & Gas Company in New Jersey via the PATH tunnels.




10. An autornatic smoke detector elevator “return” system automatically orings alf elevators serving or affected by 2
fire area immediately down 1o the ground or skylobby. There, they can be operated manually under the direction
of the NYC Fire Officer-in-Charge. This "override” sysiem also prevents an elovator from automatically responding

1¢ and bringing its occupanis 10 a fire floor.

11. Battery back-up tighting has been installed in stairwells, elevator lobties and in alt elevator cabs. In addition, the
stairwells and garage have been painted with phosphorescant paint,

12. Public address speakers in various areas of tenantad flocrs, including corridors, enable the Fire Command
Stations in each Lobby 10 communicaie with building occupants and emergency personnel. The speakers will

emit an alert tone to convey important information and an emergency tone (siren-like) to convey information in an
emergency. Once you hear either of these sounds, you should report to the public corridor for further

announcements.

13. Fire Safety Team Members for gach office are selected by the tenanis of the space, not by The World Trade
Center, so0 please let us know of any changes. Each member of the Fire Safety Team is provided with an
identitying hat, flashlight and a whistle. Evacuation chairs (E-VAC) will also be provided to those floors with

mobility restrictec individuals {disabled, pregnant, etc.}.

14. Deputy Fire Safety Directors are provided in the main lobby of each Tower. These individuals are responsible
for updating the list of fire safety team members, eliminating potential fire safety hazards, maintaining logs of
overall floor pccupancy and bemg available in order 10 address any concerns tenants may have pertaining to fire

salety.

B. Operational Features
1. The World Trade Center Fire Brigade is staffed by Port Authority Police who are trained and experienced fire
fighters.

2. Obligatory fire drilis are scheduled at intervals no ess than once every six months, in some instances, fire drills
are held monthly as required by New York City fire code. Although- drills are mandated by New York City, The

World Trade Cenier conducts more detailed (_irills than those required.

3. A special fire safety guide is issued to each tenant’s designated emergency employee. It details the specific
procedures 10 follow in the event of a fire. Extra copies are available on request. A copy of the guide is included

at the end of this section.

4, The appoinied fire safety floor wardens and deputy floor wardens for each tenant are given precise training to
handle their responsibilities during fire dril's and aciual fire emergencies,

5. A specially trained Emergency Response Team consisting of World Trace Center Facility Staff is activated to
assist in evacuating tenants, disabled stafl and visitors.

6. Technica! advice on the flammability of furnishings is provided prior 10 a tenant's mova-in. The Port Authority's
Fire and Life Safety staff is avaitable at ail times to consult on this matter, Carpeting provided by The World Trada

Center is of low combustibility.

7. Portéble Radios carried by The World Trade Center Police and emergancy parsonnel are suppiementary
communications equipment. Extra radios are also stocked for use by responding firefighters.

Public Safety Requirements
A. Storage of Flammable and Combustible Materials

The following guidelines have been prepared by the Port Authority to govern the storage and use of flammable
and combustible kquids. Please review these guidelines carefully. Your compliance is required.




Rule 5 (a) of the Rules and Regulations attached to your tease provides as follows:

“No person shall store, keep, carry, handle, use, dispense or transpon at, in or upon The World Trade Center,
or bring intc The World Trade Center for any purpose: (g) any flammable, combustible, explosive, comrosive,
oxidizing, poisonous, compressed or otherwise offensive fluid, gas, chemical, substance or matgrial, at such
time or place or in such manner or condition as to endanger unreasonably or as to be likely 10 endanger

unreasonably persons or property,.."

. Inspection and Maintenance of Tenant Fire Protection Systems

Under the New York City Fire Prevention Code and your World Trade Center Lease Agreement, Exhibit R,
Rules and Regulations, you are required to maintain in proper working order, all sprinkler systems. smoke
detection alarm systems and any other special fire alarms or activating sysiem focated in your lease area.

If any of these systems were installed by you or were part of your lease area prior 10 your moving inte The
World Trade Center (except base building protection systems), they must be inspacted and maintained
monthly. This inspection and maintenance can only be performed by a person holding a certificate of fitness
as defined in Chapter 12 of the New York City Administrative Code.

The New York City Fire Department has issued a directive, dated August 30, 1991, regarding the cleaning.
testing, caliration and maintenance of smoke detector systems. This directive mandatas that ail Systems be
serviced a minimum of twice each year. The servicing must be performed by a contractor acceptable to the
Fire Commissioner as defined in Chapter FIS, of the New York City Administrative Code. You may use your
own centified contractor or you can request an estimate from the Direct Service Program calling 938-0814.
The contractor must complete a detailed report of each inspection. Please send a copy of the contracior's
work report as prool of compliance with this new regutation to: Mr. Michael Hurley, Fire and Life Safety, Two

World Trade Center, 35th Floor.

. Office Holiday Trees and Decorations

World Trade Center and New York City Fire Department rules and regutations prohibit the use of live holiday
trees or decorations made of natural materiats in any public or private office areas in the complex.

Only non-combustible artificial decorations are permitted and must bear the approval lapel of a nationally
recognized testing laboratory such as Underwriters Laboratories, Inc.; Factory Mutual Laboratories or the New

York Board of Standards and Appeals.

Decoralions not bearing an approval fabel must be sent to a recognized laboratory for tesiing, and the tes:
results must be senl te the Fire Prevention / Life Safety Unil for review and approval. .

. Microwave Ovens

The microwave oven has become a commonpiace cooking appliance in both home and office. As with all
appliances, it should be used carefully. A special concern with microwave ovens is the potential for hazardous
racliation leaks which may go undetected by the users. .

For your information, microwave ovens leaking in excess of 5.0 milliwatis per sq. centimeters at any point 5
ceniimeters or more from the external surface of the oven should be immediately removed from use and
repaved. Therefore, we recommend that you arrange to have any microwave ovens in your oflice inspacted by
the manufacturer of other qualified personnel once every 180 days. This service is not provided by World
Trade Center staff. if you have questions or would like more information, call the Fire and Life Safety Office on

435-5677. :

. Disposal of Hazardous Waste Materials

In an effort to protect the environment from contamination and building occupants from injury, we foliow the
federal and state regulatory requirements which govern the disposal of hazardous materials.

Some examples of hazardous waste materials are: oils, cleaners, adhesives, rubber cement thinners, typo
cleaners, developers, plate cleaners, duplicating fluids, copy machine toner, epoxy paints, processing




chemicals. diesei fuels, fixaer and storage baiteries. This fist is not complete, but rather provides a
representative listing of chemicals and cther progducts that may te consfdered hazardous waste and may be
generated in the course of conducting your business.

The World Trade Center is concerned with bulk disposal of hazardous waste materials which may be
generated when you change a procedure, replace new equipment or Clear out a storage area, Piease do not
abandon bulk hazardous waste materials in freight elevator service lobbies and other areas of the complex,
and please do not place tham in trash compaction equipment.

Improper disposal may be a violation of the law and may cause a potential hazard to others. Therefcre, you
are responsible for ensuring that these materials must be disposed of in accordance with all apglicable federal,
state and city regulations and should be handied by a licensed hazardous waste disposal contractor.

World Trade Center Fire Safety Guide

The World Trade Center is committed to the safety of all building occupants and provides this guide to insure that
all tenants understand the requirernents for protecting themselves, their property and that of the Part Authority,

specifically:
1. To recognize the basic causes of fire and take preventive action to eliminate thern,

2. To establish a method of systematic, safe and orderly evacuation of the occupants of any area of The World
Trade Center in case of fire or othar emergency, 10 a safe area in the least possible time.

3. To explain the proper use of available fire appliances provided at The World Trade Center for the controliing or
extinguishing of fire and the safeguarding of human life.

4. To provide proper continuing fire safety education for all cecupants of The World Trade Center. This will include
instruction in the prompt reporting of a fire. response 1o fire alarms and the immediate initiation of fire safety
procedures to safeguard kie and contain a fire until the arrival of the Fire Departiment. Any questions should be
directed to Michael Hurley, Manage:, Fire and Life Safety, 435-5677.

The Frre Safety Guide covers the following topics:

Tenant Requirements

Fire Safety Team Requiremerits

Fire Emergency Procedures

Fire Drills

Fire Safety Team Duties

Information for Floor Wargens in preparing for Fire Drills
Fire Safety Housekeeping Checklist

Fire Extinguishing Equipment

Flammable Liquid Storage Requirements
Freight Elevator Lobbies

Fire Doors

Tenant Emergency Information

FXC-IOTMOO®m>»

To insure prompt evacuation of your office during a fire emergency at The World Trade Center, it is essantiat that
you familiarize yourself with the location of all stairway EXITS on your floor.

The Floor Warden on your floor will assist you with this. The periodic fire drills held at The World Trade Center will
also familiarize you with the stairway locations.

Each stairway at The World Trade Center is identified by an alphabetic letier. A siairway idgniification sign is
posted on the occupancy side of the stair door. In addition, a specially lighted EXIT sign is instalied at the entrance
to all stairways, also, "You are Here" signs are located in the passenger elevator lobby on each floer.
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Tenant Requirements

The specific requirgments established by the New York City Fire Department specify, by lavs, that each tenan:
at The World Trade Center;

1. Participate in a fire drill once every six months. In scme case, fire drlls are held monthly as required by Navs York
City Fire Code.

2. ldentify responsible and dependable employees 1o the Fire and Lile Safety office, for designation as Floor Warden
and Tenant Fire Safety Team members,

3. Posted in the public corridor is a Fire Safety Tearm Orgarization Chart indicating the names of people designated
as Floor Warden, Deputy Floor Warden and other required positions. Selection of alternates must be provided.
These assignments must be kept up-to-date.

Fire Safety Team Requirements

1. The law requires each tenant to provide
representatives from an office 1o participate
on the Floor Fire Safety Team. This person or
persons {depending on the size of the office)
would report ic the Floor Warden when the
office is completely evacuated during a fire
drill or actual fire emeargency.

2. Submit a list ¢i *he designated Fire Safety
Team members for your floor. If there are any
changes in your office, please advise the
Manager, Fire and Lile Safety by mail within
seven (7) days, and advise the Deputy Fire
Safety Director located in the main lobby.

3. Submit an up-to-date list of all disabled
personnel ang assign at least one Fire Safety
Team Member to each disabled individual.
Notify both the Fire & Life Safety Division and
the Property Management Office.

. Fire Emergency-Procedures

Evacuation is under the direction of the Manager, Firg & Life Safety, and the appropnate fire wardens and their
deputies. Evacuation is via stairway or stairways as far away from the fire as possible, to at least three fioors
below the fire. Any floor of The World Trade Center that becomes involved in a fire emergency must evacuate
per the instructions over the public address system.

Do not use elevators for the emergency evacuation of perscnnel fram the fire flocor. Personne! may nel rewurn
to the fire area until it has been declared safe by the responsible authorities.

To report a fire or smoke condition, immediately contact:

4. The World Trade Center Police Desk an “HELP WTC" {or 435-7982) or

b. Pull the handle on the pull station (focated near each stairwell) which sends an alarm to the Fire
Command Station and the New York City Fire Department. The Floor Warden telephone allows for voice
communication between the Floor Warden and the Fire Command Station; or

c. Notity your floor warden or deputy. They will make certain that the fire is reported to the Fire Command
Station and will begin to organize the evacuation of the fioor, if appticable. The floor warden will also

- communicate with the Fire Command Station in the Lobby via the floor warden phone located in the center of

the comidor.
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NOTE: THIS SYSTEM SHOULD ONLY BE USED TO REPORT EMERGENCIES SUCH AS FIRES. ALL
OTHER NECESSARY COMMUNICATIONS TO THE POLICE DESK OR FIRE COMMAND STATION
SHOULD BE MADE BY PHONE,

Please remain calm and report as much factual information as possible on the iocation and nature of the
fire. Depending or the emergency involved, we will activate the public addrass system iocated in the
ceilings of the core corridor areas. We are able to communicaie with the affecied floor, any group of floors
or all floors throughout the complex. .

. Response to a Fire Report
a.

The Fire Command Station will immediately notify the Port Authority Police, the New York Cily Fire
Department, the World Trade Center Fire Saiety Director, WTC Emergency Response Team and other

personnel assigned 1o assist you.

The Fire Depaniment, Port Authority Police and emeigency respense personnel will respond to the floor
below the fire and approach the fire floor via a stairway.

. Evacuation Procedures
a.

During a fire emergem:y the public address system will be activated in offices on the floors which must be
evacuated. The emergency tone (siren-like} wiil be activated first, You should proceed to the corridor areas
where specific instructions will be broadcast over the public address speakers located in the corridor ceilings.
Please remember that the voice message can only be heard in the corridors and not in the office space. In
order to hear the emergency instructions; you must leéave your office space and stand it the corridors.

At the discretion of the New York City Fire Department the smoke purge system will be activated to help
control evacuation of a floor.

c. The last one out of an office should close the door without locking it. This will help confing the fire,

Do not call an glevator t¢ the floor of the fire. You musi use the stairways for evacuation. The stairways have
been built with fire resistant materials for safe evacuation.

Walk to the stairway or stairways announced over the public address system and by the floor warden and
deputy fire wardens of your floor. Form a line two-abreast.

After.receiving instructions over the public address system or from the wardens, proceed {0 a "Safe Area” at
least thrae floors below the fire floor.

Merge alternately when two lines meet at various floor landings and keep all lines moving.

h. Keep conversation to a minimum. Do not push or run. Stay in ling. Smoking is prohibited.

Traffic on the stairway must head in the down direction only unless otherwise indicated by the Fire Safety
Director or other person in authority,

If it is mecessary 1o completely remove occupants from the building, this will be done from a "Safe Area” via
elevators staffed by Emergency Personnel (Police, Fire Deparimant, and Building Evacuation Parsonnel).

Handicapped personnel will be assisted 0 a safe stairwell by Tenan: Fire Szfety Team members and
assigned heipers. Advise the Fire Command Staticn of this action. Members of the responding fire brigade,
halped by evacuation coardinators, wili bring the handicapped individual to three or more levels below the fire

floor.

At least two (2) helpers should be assigned to assist handicapped personnel. They have the responsibility to
inform the floor warden and the handicapped person when they will not be availzble (e.g. vacauon) at which
time a subistitute helper will be assigned.

Please Note:
Evacuation chairs are avallable to any tenant that has & need for them, and may b2 requesred through the

Fire and Life Safety office.

These chairs should onty ba used by the Tenant Fire Safety Team when Ihe Building or Emergency Personnel
(Fire/Patice) will ngt be able to assist thern during an evacuation. Proper use of the evacuation ¢hair will be
demonstrated to tenants by the WTC Fire Safety Office, upon request.




Please remember never to leave mobility rasirictad individuals unatiended. Stay with these individuals uniil
emergency personngi arrive. In an emergency, be sure to notify your floor warden of the location and
condition of a mobility restncted individual in order to allow the Floor Warden 1o relay ihis information 10 the
Fire Command Station.

Once evacuation of an area has staried, do not atternpi 1o re-enter the dire area until it has been declared
safe by a person in authority.

D. World Trade Center Fire Drills

The specific requirements established by the New York City Fire Department require that each tenant at The
World Trade Center participate in a fire drill ence every six months. In some cases, fire drills are held monthly
as required by New York City Fire Code. The purpose of these periodic fire drills is to instruct World Trade
Center occupanis in how to safely evacuate their offices in the event of a fire.

Several days prior to a fire drill, we wilt notify each tenant and the designated fire wardens and deputies of the
tocation, date and time of the drill.

1.

3.

Immediately pricr to the stari of a drill, the public address sysiem will be activated. The elecironic “alert”,
signal will be audibie on each floor. This signal is the initial tenant alerting technique on the floors that must be
evacuatad. This will be followed by the evaluation ione.

After hearing this signal, proceed to the corridor where specific instructions will be broadcast over the public
address system. Keep conversation to a minimum so you can hear instructions. A member of the Fire Safety
Team on your floor will alse provide instructions.

A “skeleton crew” may remain in a tenant's office to conduct business and assure security during the fire drill.

Howaver, those who remain in the office must participate in subsequent drills 10 learn Exit stair locaticns, etc.

Do not hesitate 10 ask members of the Fire Safety Team on your floor any questions you may have regarding
evacuation procedures.

E. Fire Safety Team Duties
1a. General Duties:

1b.

1.
2.

Learn your floor layout and the locaticn of all exit stairs, fire alarms and fire fighting equipment.

Make sure all exit doors 10 stairwells are in & closed position and are not cbstructed, inoperable or locked.
Report any deficiencies 1o the Floor Warden.

Instruct new employees about emergency evacuation procedures.

Notify the Fire and Life Safety Office and the Property Management Office if you have any handicapped
personnel in your office. Make specitic provisions within your office for the evacuation of this person.

The Fleor Wardens will be contacted by members of the WTC Deputy Fire Safety Directors located in the
lobbies. Updating of the lists of floor occupancy, mebility restricted individuals, and Fire Team members will
be pericrmed during daily conversations.

Emergency Duties:
1.

Transmit the fire alarm to The World Trade Center Police Desk via the telephone or via the pull station located
in the center of the public corrdor if you discover the fire. Please refer to Page 11..

. In case of evacuation, direct all personnel to descand the fire stairwells 10 at least three floors below the fire

floor. Elevators must not be used. Listen to the public address announcement concerning evacuaiion of the
floor and the stairways to be used. '

Be sure the entrance door to the office is closed when the last person has evacuated. Repori to the Flocr
Warden when evacuation is compieted. This infermation is extremely important 4n verifying that everycne
has been evacuated.
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2a. Floor Warden General Duties:

2b.

1

2.

Review the floor plan, inchuding the location of all exits, fire alarms and fire fighting equipment,

Make ceriain that every office on the floer is under the diraction of an adequate number of deputy floor
wardans with searchars. The Floor Warden can formulaie an efiective evacuation patiern for each office to
primary and secondary exits.

Make certain that all members of the Fire Safety Team are aware of their duties.

Daily, the floor warden must make contact with the respective Fire Command Station. Also, throughout the
floar, the Floor Warden should determine that all fire doors te exil stairs are maintained in the closed position
and are nol cbstructed, inoperable or locked. Report any deficiencies 10 The World Trade Center Deputy

Firg Safety Director.

Keep on hand an updated Iisting of aill disabled personnel who cannot use stairs unaided. Make
arrangemenis with members of the Fire Safety Team to assist them in moving down the exit stairs to three
or more levels below the fire floor and await further instructions from New York City Fire Department and/or
World Trade Center personnel. When assistance is reguired for such evacuation, notify the World Trade

Center Firg Saifety Director.

Provide a way to identify Floor Wardens and other members of the team, such as hats during drills or
evacuation. '

Keep the Fire Safety Team Qrganization Chart up-to-date and posied in an area visible t¢ all employees.

Make sure the floor is adeguately staffed by the Tenant Fire Safety Teamn at all times, Make substitutes when
necessary.
Insure that all Fire Safety Team members mest with The World Trade Center Fire Safety Director after a dril.

NOTE: .
The Fire Safety Housekeeping Checklist should be reviewed with the Floor Wardens at this time. This list
should be introduced as pant of the responsibilities of the Floor Warden (e.g. assign staff 10 make sure that
coffee makers and other glectrical equipment are unplugged at the end of the day),

Emergency Duties:
In the event of a fire emergency, a Floor Warden at The Worid Trade Center shall:

1.

Make certain that an alarm has been transmitted to the Port Authority Police Dask "HELP WTC™ or (435-
7982) or via the pull station. Please refer to page 11.

Make certain that all Deputy Floor Wardens on his/her floor have. been informed of the fire and that all
occupants of the floor are notified and proceed immediately 10 execute the Fire Safety Plan. Insure that an
occupant search is made of all rest rooms.

Proceed to and remain at the Floor YWarden Telephone in the corridor. From there, the floor warden wili
maintain communication with the World Trade Center Fire Cormmand Station and receive, coordinate and
provige instructions.

Supervise the evacuation of alf occupants of the floor via siairway {with the assisiance of Deputy Floor

Wardans) to a safe area of refuge at least three (3} floors below the fire floor, unless relieved by World Trade
Center supervisory o Fire Depantment personnel. This includes the selection of exit stairs to be used and

initiatior: of any action necessary (o prevent panic.
In the evacuation of handicapped persons, insure that they are assisted in proceeding down the stairs to

three or more levels below the fire floor. If necessary to move such occupants to still lower levels, move
thermn down the stairs to the uppermost floor served Dy an uninvolved elevator Dank and than remove them

10 street level,

To insure that all known occupants have been evacuated from the floor, use a checklist sheet indicating
each Deputy Floor Warden and his/her areas of responsibility. Check off each Deputy Floor Warden as

his/her office is evacuated.




3a. Deputy Floor Warden General Duties:

As pat of his/her normal assignment and day-to-day responsibilities, a Deputy Floor Warden at The
World Trade Cenier shall:

3b.

1.

7.

Assume the general duties of the Floor Warden when he/she is not on duty or when requested by The
World Trade Center Fire Safety Direclor.

Review the floor plan for his/her floor including the lecation of all exits, fire alarms and fire fighting
equipment.
Make a dally inspecticn of all fire doors 1o exit stairs to insure that they are maintained in the closed position

‘and that no doors are obstructed, inaperable or locked. Repart any deficiencies found to the Flaor Warden.

Make cenain that all members of the Fre Safety Team under his/ber jurisdiction are aware of their duties,
This includes arrangernents for the evacuation of handicapped persons.

. Instruct new employees in his/her office about emergency evacuation procedures.

Make certain that the Fire Safety Team Organization Chart (located in this Section} is up-to-date and posted
in the halway near the fire calf box.

Repent daily to the Floor Warden any absent members of the Fire Safety Team in his/her office.

Emergency Duties:
tn the event of a fire emergency, a Deputy Floor Warden at The World Trade Center shall;

1.

Make certain that an alarm has been transmitted 10 the Port Authority Police Desk "HELP WTC” or (435-
7982).
Make certain that the Flcor Warden is naiified of the fire incidant.

Be prepared to assume the Flogr Warden's emergency duties if called upon by The World Trade Center Fire
Safety Directer. '

Supervise the evacuation of his/her office:
a. Dispatch male anc female searchers in carrying out their assigned duties.

b. Assemble all occupants of the office and direct their evacuation via appropriate stairway to three or
more levels below the fire ficor.

c. Insure that when all occupants have left his/her office, the entrance doors are closed.

d. Panicky Employees: Strong leadership is the best way to keep people under control. Practice your
duties during the fire drills 2 that you wil be comforiable in supplying the leadership required to

conduct a safe evacuation.

Uncooperative Employees: During an emergancy leave thal persen in the office. Go 1o ihe Floor
Warden Telephone and repont the floor and location to the Fire Command Staticn. The Police/Fire
Department will respond and evacuate the individual.

The name of individuals whe are uncooperative during the fire drills should be reported to the WTC Fire
Safety Director at the end of each fire drill.

In the case of panicky or uncooperative empioyees, the fire safety team should always remember that
in this situation your job is 1o report the floor and location of these individuals. Do not stay with them. 1
you stay with the individual you are putting yourself in danger without notifying the authorized response
personnel.

Non-Fire Evacuation Emergencies: {power outages, storms, etc.) Fire Safety Teams will be called on
to direct the floor's evacuation and report to the Fire Command Station Deputy Floor Wardean when the
floor is cleared {including mability resiricted individuals).

5. Rebon conditions on the floor 10 and assist the Floor Warden in the performance of his/her duties.
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4.'Searchers‘ Duties:

1. Alert occupants of own immediate office, adjoining offices and rest rooms on the floor during a fira

emergency or Crill.

2. In areas that cannot be entered, knock on the door and make certain the occupanis know there is a drill or

fire emergency.

Information for Floor Wardens in Preparing for Fire Drills

1.

8.

Make the necessary Fire Safety Team assignments if not already compieted. These assignments should be
permanent. ‘
Pre-drill meetings will not be held so tha: Fire Safety Tearn mermbers become experienced in gperating

independently in preparation for an actua! fire emergency. At ihe end of the drill, alt team members will meet with
the-Fire Safety Director in the corridor on a pre-determined floor to discuss the effectiveness of the drill.

Since, on a given day, you will not know which team members are available during drills or actual emergencies
{vacation, sick, etc.), every member assignad to search and evacuate areas must rgport back (o you 10 verify
that the floor has baen evacuated.

- There will be at least cne person reporting to you from every section assigned within large tenancies. If someone

has not returned 1o you from a particular tenancy, then send someone out who has already reported in to verify

" the evacuation of that office. This reporting method is critica! to the evacuation of the floor and should be

understood by every team member.

The initial alert use for fire drills and actual fire emergencies will be the “attention” signal broadcast over the
public address system. For other than drilts, this signat will mean that a fire emergency exists and evacuation of

the floor may be necessary.

Visit each tenant & day or two before the drill to insure that everyone knows their assignmenis and noie any
changes in your Fire Safety Team list. Give these changes !0 the Fire Safety Director on the day of the driil.

Team members should report any lack ¢of parnicipation or coaperation during a drifl.

Note: Assignments Necessary

1. Coverage for all stairs and elevator fobby.

2. Searchers to evacuate every office and rest room.
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WORLD TRADE CENTER

FIRE DRILL AND EVACUATION ASSIGNMENT
ORGANIZATION CHART |

MANAGER, FIRE PREVENTION & LIFE SAFETY: . MICHAEL HURLEY 435-5677
FIRE SAFETY COORDINATOR: BARBARA FORD 435-2671
OFFICE FAX: 435-5668

NAME / TELEPHONE

FLOOR WARDEN:
ALTERNATE / DEPUTY FLOOR WARDENS:

SEARCHERS:

ANY PERSON DISCOVERING FIRE OR SMOKE SHOULD,
WITHOUT DELAY, EITHER:

ACTIVATE THE BUILDING FIRE ALARM PULL STATION
LOCATED BY STAIRWAYS A, B OR C.
TELEPHONE THE WTC POLICE DESK AT “HELP WTC” OR

435-7982.




G. Fire Safety Housekeeping Checklist

Sensible, fire-safe housekeeping can prevent fires or limit those that do occur. Do not allow unsafe conditions,
such as cluttered offices and overburdened extension cords, 10 cause trouble.

The foliowing hazards and unsafe conditions should be eliminated without delay.

1. General Office Areas -

a.

h.

Are paper boxes used for storage? Are files, papers or combusiible materials piled on chairs, iIn corners or in
open bookshelves? All are potential fire hazards. .

Are hazardous fightweight electrical cords or unsafe frayed electrical cords in use in your area? Only heavy-
duty extension cords should be used for office eqguipment or any other kind of electrical appliances.

Are outlets and extension cords in your area overlgaded with more than ong heavy item such as electric
typewriters and/or personal computerg? Avoid putling more than one piece of office or other elactrical
equipment on an outlet or ¢cord. Use only U.L. approved multiple outlet strips with fuses or consider the
instalation or relocation of base building outlets.

Is kitchen equipment in your area always unplugged when not in use? Kitchen equipment, such as hot
plates, coffes pots, etc., should never be left unatiended whean in use and should-never be plugged in when
net in use.

Has the permanent instaliation of major electrical, electronic or compuler equipment in your area been
properly approved by the appropriate World Trade Center staff? These installations must always be
approved by the Porl Authority to insure that they do not overtax available utilities.

Are ftammable liquids, such as turpentine, solvents, thinners, teners and ink, used in duplicating and
repreduction equipment being properly handied? No office should have more than five gallons of such liquids
on hand at a time and such liquids must be kept in an approved safely container, tightly sealed, in an
approved metal cabinet.

Are No Srmoking signs posted in areas where flammable liquids are used or stored? is the No Smoking rule
enforced?

Are storad items placed at least 18 inches below the sprinklers?

2. Telephone and Electrical Closets
Tetephone and slectrizal closets must not be used for storage and muust be kept locked at all times.
Any item found in a closet will be discarded.

3. Storage and File Rooms

a..

Do storage and file rooms in your area have aisles spaced at least three feet in width? Are No Smcking signs
posted?
Are ilems siored in paper boxes and stacked in comers and aisles creating a fire hazard in your area”?

Are 8!l combustibie materials such as papers, files, repons, rolled plans kept in steel cabinets or closets when
not in use? Are the doors and drawers kep! closed at ail times? Closed metal cabinets or files are raguired in
file rooms with more than 300 sq. fl. of space or more, unless the area is equipped with sprinklers.

Are all combustible materials stored neatly and compactly? Compartmentalized metal racks are permissible
in storage or file areas of less than 300 sq. ft.

Are all flammable and comiustible liquids properly stored in approved containers? (See section "{” above.)




H. Fire Extinguishing Equipment
a) World Trade Center Fire Extinguishing Equipment
Each stainvay landing at The World Trade Center is provided with a fire standpipe equipped with 125 feet of 1
1/2 inch fire hose and a hose nozzle.
Pressured waier fire extinguishers are alsg prowided in protective meial cabinsis installed ai each stairway
landing. The door of thes cabinet -may be openad by breaking the glass pans! wilh the fire hose nozzle
mentioned above.

This “first aid” fire extinguishing equipment is intended for the protection of Warid Trade Cenier occupants in
the event of a fire condition. It can be used to extinguish small fires or to contain a fire until the arrival of the
Fire Depariment. However, World Trade Center ¢ccupants should not atiempt 1o use this equipment if by
doing so they would expose themsealves t¢ personal dangsr or cause delay in the evacuation of the fire floor,

3. Pull locating pin. 4. Squeeze tngger handle and aim
stream at base of fire.

1. Litt off hook 2. Carry tofire by
as illustrated handle.

2 /2 Gallon Pressured (Water Filled) Extinguisher With a Range of Spray 45' Discharge Time of 50 Seconds For Wood, Paper, Cloth, or Rubbish
{Class A) Fires. Contains water which is expelled by air pressure when trigger handle is squeezed as in illustration number four.

NOTE: Do not use water type fire extinguishers on electrical or liquid fires.

b) Tenant Fire Extinguishing Equipment
1) One 10 pound A-B-C multi-purpose dry chamical fire extinguisher (approved by Underwriters Laboratory or
other recognized testing laboratory) must be placed at file, stationary, stock, mail and copy machine
rooms. A central station for this extinguisher may be selected 1o serve more than one room providing the
travel distance does nct excead 73 ft. In such event, an additional unit wii be needed.
Where both waier type and carbon dioxide type are aiready in place. the dry chemical unit need not be
provided.

2) One 10 pound carbon dioxide ex%inguisher must be provided at the entrance door t¢ a computer room,
teletyne room communication room, atc. except additional units sheuid be provided for larger rooms when

the travel distance will exceed 75 feei.
3) All extinguishers shall be mounted on wall brackets no less than two (2) feet nor mere than four and a half
{4 1/2) feet above the floor.

4) Al extinguishers shell be serviced in accordance with the respective manuizclurer's label and should have
the servicing date entered on a tag on the exiinguisher. This procedure should include hydrostatic tests

whean necassary.
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It Takes Three Things to Start a Fire, Oxygen, Heat, Fuel

CLASS Fires in wood, texiiles and other ordinary combustibles coniaining carbonaceous matenal.
These are extinguished by coeling and Guenching with water which wets down and
A prevents glowing embers from rekindling. Tri-Class dry chemical extinguishers are also
eftective on this type of fire and achigve extinguishment by insulating and inhibiting the
combustion reaction. '

CLASS Firesin gasolihej oll, grease, paint or other liquids that gasify when heated. These are
extinguished by smothering, cooling and heat shielding. Dry chemical, Halon and carbon
B dioxide are effective on this type of fire,

CLASS Fires in live electrical equipment. These fires require a non-conducting extinguishing agent.
) A Halon or carbon dioxide extinguisher smothers the fire without damaging the
c equioment. Drv chemica! is atso effective.

MULTI-PURPOSE CARBON

WATER DRY CHEMICAL DIOXIDE HALON

A Yes Yes Not Recommended | Not Recommendead
VWater salurates Providles Fire
materiai and Retardant Blanket

prevents reignition

B Not recomimended | Yes Yes Yes
Frovides smothering | Leaves nc residue lLeaves no residue
: action
[}
Mo Yes Yes Yes
c Is a conductor Is a non-conductor | is a non-conducter | |$ a non-cenductor
Range of 30° 5-20° 3-8
Stream Depending on size Depending on size | Same
Duration 80 sec 8-30 sec 8-30 sec

Depending on size Depending on size | Same




Flammable Liquid Storage Requirements

Various lypes of liquids in normal office procedures, such as duplicating machine fluid, acetone, alcohol and
cleaning sclvents are highly fammable or combustible and can present a sarious fire hazard if not handied properly.

The New York City Fire Department requires that such material used at The World Trade Center be strictly
conirglled as follows:
1. The storage of flammable liquids in a tenant area must be limited to five (5} gallons kept in individual ore gallon

2.
3.

J.
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approved metal safety cans or one quart original plastic containers. In addition, these safety cans or containers
must be stored in approved metal cabinets. Al cans must be ingpected regularly for leaks and leaking cans
must ba replaced immediately.

@%
TE

—

Typical satety cans having pouring outlets with tight-fitting caps or vaives normally closed by
springs, except when held apen by hand, so that conitents wiil not be spilled if a can tipped over.
The caps also provide an emergency vent when the cans are exposed 10 fire.

A fltammable liquid storage area must be clearly designated by Flammable Liquid and No Smoxing signs.

A flammable liquid storage area may not be located adjacent t¢ exits or in pathways leading to axit facilities.

Freight Elevator Lobbies

Do not place trash, furniture, or mailbags in the freight elevator lebby. Does your firm generate excess trash
during business hours? Call Operations at 435-8511 for prompt removal, :

. Fire Doors

Doors leading into tenant offices and stairways at The World Trade Center are specially constructed metal fire
doors equipped with self closures. Their purpose is (o seal off the office or stairway, thereby preventing fire
and smoke from spreading from one area or fleor to another,
Properly used. these specially constructed fire doors can confing a fire 10 a small area and, as a result save
both lives and praperty. However, fire doors wedged or tied open, or with objects placed in front of them so
that they cannct close, are rendered useless. Te protect yourself and your fellow employees, make sure the
doors on your floor are always kept closed. If you must evacuate your office during a fire emergency. make
sure the last one out closes the door without locking it. This will help to contain the fire until the arrival of the

Fire Depariment.

Tenant Emergency Information

In case of emergency or in the event of a particular problem, we will contact your designated World Trade Center
company representative(s). To assure that our files are current, we need the following information concerning your

staff at The World Trade Centar:




1. Name and telephone number of the company representativa({s) whom we can contact dunng normal
business hours.

2. Name and telephone number of the company representative(s) whom we can comtact after normal business
hours for emergency notification. :

3. Number of staff employed during normal business hours.

4. Number of staff empioyed afier normal business hours,

5. Names of any handicapped persons employed by your company.
Please advise us in writing when a staff change occurs.
Use the form on the following page and mail copies‘ to:

Michael Hurley

Manrager, Fire Prevention and Life Safety
The Port Authority of NY & NJ

Two Woerld Trade Center, 35th Floor
New York, NY 10048

and your
Property Management Office
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