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1 PURPOSE
This Instruction establishes the uniform procedure for training in fire safety measures of employees of JSC Ilim Group in Ust-Ilimsk and the Ust-Ilimsk Region through fire safety briefings and fire safety basics.
2 SCOPE
The requirements of this Instruction shall be binding for:
а) all units of JSC Ilim Group at the site in Ust-Ilimsk:
- Branch of JSC Ilim Group in Ust-Ilimsk;
- Branch of JSC Ilim Group in Ust-Ilimsk Region;
- regional separate units of JSC Ilim Group in Ust-Ilimsk and the Ust-Ilimsk Region (hereinafter referred to as RSU);
b) workers of contractors operating at the facilities and within the territory of the Branch in accordance with the contracts concluded. The requirements of this Instruction shall be communicated to contractors when concluding the contract therewith.
3 TERMS AND DEFINITIONS ABBREVIATIONS AND SYMBOLS
The following definitions and abbreviations shall be used in this Instruction:
Facilities of the Branch (Facilities) – buildings, structures, facilities, vehicles, process units, equipment, as well as the territory of the structural units of the Branch of JSC Ilim Group in Ust-Ilimsk and the Ust-Ilimsk Region.
PW Department – preventive work department of the fire safety and emergency response service
FS ER – fire safety and emergency response service 
Branch – Branches of JSC Ilim Group in Ust-Ilimsk and the Ust-Ilimsk Region
4 FIRE SAFETY BRIEFING. GENERAL PROVISIONS
4.1 The fire safety briefing shall be conducted with a view to:
a) communicate the basic fire safety requirements to workers;
b) study the fire hazard of the territories, buildings, premises, production processes and equipment;
c) study the fire safety equipment; 
d) study the actions in case of a fire.
4.2 All programs of the fire safety briefing shall include the following sections:
a) rules for the maintenance of the territory, buildings (structures) and premises, including evacuation routes, external and internal water supply system, fire alarm systems and evacuation process management;
b) fire safety requirements based on the specific fire hazard of production processes and facilities;
c) measures to ensure the fire safety when operating buildings (structures), equipment and performing fire hazardous, explosive and gas hazardous works;
d) rules for the use of open flame and performance of hot works;
e) duties and actions of workers in case of a fire, 
f) rules for calling the fire-fighting service, 
g) rules for the use of fire extinguishment equipment and automatic fire-fighting units. 
4.3 The programs of initial (refresher) briefings are publicly available at V:\General programs and documents\Fire safety requirements\BRANCH in Ust-Ilimsk\Training in fire safety measures.
4.4 The fire safety briefings by nature and timing are classified as follows:
- induction;
- initial at the workplace;
- refresher;
- target;
- extra.
4.5 The head of the unit shall be responsible for the timely passage by the unit's workers of:
- fire safety briefings and 
- fire safety basics. 
5 INDUCTION FIRE SAFETY BRIEFING
5.1 The induction fire safety briefing shall be conducted for:
a) all new workers, irrespective of their education, work experience in the profession and position;
b) workers on business trip; 
c) trainees who have arrived for on-the-job training or work practice;
d) workers of contractors and affiliates performing works and rendering services at the facilities and within the territory of the Branch;
e) other categories of workers (citizens) admitted to the territory of the Branch.
5.2 The head of the unit arranging the admission of the categories of workers specified in Clause 5.1 shall ensure the passage by these workers of the induction briefing.
5.3 The induction briefing shall be conducted:
- every day (except for weekends and holidays) in the training class of the gas rescue station building at 08:30 a.m.;
- by display of a video film covering the issues related to occupational health and safety and fire safety. 
5.4 OHS specialist shall be responsible for arranging and conducting the induction briefings and maintaining the relevant records.
5.5 The head of the unit shall, upon passage by new workers of the induction briefing, familiarize them with:
a) the current fire safety documents of the Branch:
- documents in Section 05.03 of the Register at V:\General programs and documents\ISM documents\Organizational documents SPF; 
- workshop fire safety instructions;
- current orders/instructions in the field of fire safety and emergency preparedness;
b) official duties in the field of fire safety. 
6 INITIAL FIRE SAFETY BRIEFING
6.1 The initial fire safety briefing shall be conducted directly at the workplace by the person responsible for fire safety in each unit or by the head of this structural unit in accordance with the approved program of the initial briefing at the workplace (Clause 4.3) for:
a) all new workers; 
b) workers transferred from one facility to another;
c) workers performing new work for them;
d) workers on business trip at the Branch, with provision of the workplace;
e) trainees who have arrived for on-the-job training or work practice;
f) workers of contractors performing works and rendering services at the facilities and within the territory of the Branch.
6.2 The initial fire safety briefing shall be conducted for each worker individually or for a group of persons serving the same type of equipment and at the same workplace.
6.3 During the initial fire safety briefing, the skills of using primary fire extinguishment equipment, actions in case of a fire, evacuation rules, and aid to the injured shall be demonstrated and trained.
6.4 The person who conducted the briefing shall make an entry in the Fire Safety Briefing Log Book (Annex A) against signature of the trainee and the trainer.
7 REFRESHER FIRE SAFETY BRIEFING
7.1. The refresher fire safety briefing shall be conducted in accordance with the schedule prepared by the specialist of the preventive work department. The schedule shall be approved by the director of the Branch.
7.2 The refresher fire safety briefing shall be conducted for all workers within the scope of the initial briefing by the person responsible for fire safety in each structural unit or by the head of the structural unit. 
7.3 The refresher fire safety briefing shall be conducted for each worker individually or for a group of persons serving the same type of equipment and at the same workplace.
7.4 The refresher fire safety briefing shall be conducted for:
a) workers of explosive and fire hazardous production facilities – at least once a half-year;
b) all other workers – at least once a year.
7.5 During the refresher fire safety briefing, the knowledge of fire safety standards, rules, regulations and instructions, the ability to use primary fire extinguishment equipment, knowledge of evacuation routes, fire alarm systems and evacuation process management shall be examined.
7.6 The person who conducted the briefing shall make an entry in the Fire Safety Briefing Log Book (Annex A) against signature of the trainee and the trainer.
8 EXTRA FIRE SAFETY BRIEFING
8.1 The extra fire safety briefing, depending on the issue of briefing, shall be conducted by:
- the person responsible for fire safety in the unit;
- the head of the unit;
- the specialist of the PW department.
Persons responsible for extra briefings shall be determined by the relevant order of the Branch.
8.2 The extra fire safety briefing shall be conducted in the following cases:
a) when new fire safety standards, rules and instructions are introduced or the current ones are changed;
b) when the production process is changed, equipment, tools, raw materials, materials, are replaced or upgraded, as well as other factors affecting the fire safety of the facility are changed;
c) at the request of the state fire safety authorities, if they reveal the insufficient knowledge of fire safety by workers of the units;
d) if the idle period is more than 60 calendar days;
e) upon receipt of information on incidents, ignitions, accidents and fires occurring in similar production facilities;
f) when violations of the fire safety requirements by workers of the unit that could result in or have resulted in a fire are recorded, or facts of unsatisfactory knowledge of the fire safety requirements by workers are established.
8.3 The scope and content of the extra fire safety briefing shall be determined on a case-by-case basis, depending on the reasons and circumstances that caused the necessity to conduct the same.
8.4 The person who conducted the briefing shall make an entry in the Fire Safety Briefing Log Book (Annex A) against signature of the trainee and the trainer.
9 TARGET FIRE SAFETY BRIEFING
9.1 The target fire safety briefing shall be conducted by:
a) authorized specialists of the PW department, or 
b) the person responsible for fire safety in each structural unit, or
c) immediate supervisor (foreman, engineer).
9.2 The target fire safety briefing shall be conducted in the following cases:
a) when special fire safety arrangements are introduced or a state of emergency at the facilities of the Branch is declared;
b) when the facilities of the Branch are prepared for the summer and winter fire hazard period;
c) when performing works requiring issue of permits to work associated with increased fire hazard (welding and other hot works);
d) when rectifying the consequences of accidents, incidents, fires in case of emergencies, natural disasters, and catastrophes;
e) when conducting excursions at the production facilities of the Branch;
f) when arranging mass events with more than 50 participants.
9.3 The person who conducted the briefing shall make an entry in:
a) the Fire Safety Briefing Log Book (Annex A) against signature of the trainee and the trainer, or 
b) the permit to work (in this case, the entry in the Log Book is not made).
10 FIRE SAFETY BASICS
10.1 The main objectives of the training in fire safety basics are to:
1) Teach heads, specialists and workers:
a) to prevent fires;
b) to properly organize the fire safety system and make the fire safety arrangements at the facilities of the Branch;
c) use the fire safety and fire extinguishment equipment and systems;
d) fire safety measures.
2) Ensure the communication of FS ER specialists with the personnel of the Branch, RSU, third-party organizations admitted to the facilities of the Branch. 
10.2 The training in fire safety basics shall be conducted according to the special training programs developed taking into account the fire hazard and the specific features of the facilities of the Branch and approved by the Director of the Branch.
10.3 The fire safety basics is a part of the training of workers in fire safety measures provided for in the Branch.
10.4 Workers shall be trained in the fire safety basics within the scope of the requirements of external and internal regulations covering the fire safety of the facilities of the Branch, in terms of the fire safety arrangements, the fire hazard of the technological process and production, as well as techniques and actions in case of a fire.
10.5 Training in the fire safety basics shall be conducted in specially equipped premises using video materials and visual aids by qualified FS ER specialists. When arranging the training and preparing special programs, special attention should be paid to the practical component of the training.
10.6 Training in the fire safety basics shall be arranged for:
a) workers, including senior executives, assigned responsible for fire safety;
b) workers conducting fire safety briefings;
c) managers and specialists being members of the bodies responsible for coordination and management of off-duty emergency rescue and fire-fighting units;
d) workers performing fire-hazardous works at the facilities of the Branch;
e) workers of the explosive and fire hazardous production facilities of the Branch;
f) workers responsible for 24-hour security of the facilities of the Branch;
g) workers performing service maintenance of fire safety equipment.
10.7 The frequency of training in fire safety basics for different categories of workers is set forth in Table 1 below.
Table 1
	Category of workers
	Frequency of training in 
fire safety basics

	Workers not associated with explosive and fire hazardous production facilities, arrangement and performance of fire hazardous works
	- within a calendar year after employment;
- further, at least once every three years after the last training.

	Workers directly performing functional duties at the explosive and fire hazardous production facilities of the Branch, as well as participating in the arrangement and performance of fire hazardous works
	- within three months after employment;
- further, at least once a year after the last training.


10.8 For the arrangement of the training according to the fire safety basics programs, the specialist of the PW department shall:
1) make the lists of workers (by categories according to Table 1). Lists shall be made based on:
a) Information on new workers specified at V:\SPF in Ust-Ilimsk\Occupational health and safety\Occupational health\Induction briefing
b) information on the transfer of a worker from a work profession to engineering and technical profession received from heads of the units. 
2) prepare a draft order for the arrangement of the training, stating the groups of trainees and the training schedule.
10.10 Heads of the units shall:
1) ensure the attendance of classes by workers;
2) in the absence of a worker for valid reasons (leave, sickness, business trip, etc.), inform in writing FS ER, for preparation of an additional order, taking into account the information received.
10.11 Assessment of the fire safety basics knowledge
10.11.1 Training in the fire safety basics shall be completed by examination of knowledge in a test form. The results of exams shall be recorded in the Minutes (Annex B). 
10.11.2 Persons who failed the exam shall be re-trained and retake the exam. Workers who have not passed the training and assessment of knowledge of fire safety measures and actions in case of emergencies shall not be allowed to perform their work duties. 
11 LIABILITY
Workers assigned to perform certain actions by this Instruction shall be liable for their non-performance and/or improper performance.
Head of the fire safety and 
emergency response service 
N.S. Sugakov
Head of the preventive work department 
E.V. Kosheleva
Leading engineer in fire safety 
A.A. Vladimirov
Annex A
(mandatory)
Form of the Fire Safety Briefing Log Book
FIRE SAFETY 
BRIEFING 
LOG BOOK
(name of the structural unit)
 Commencement date _______________, 20 ___
Completion date _______________, 20 ___
	Date
	Full Name
of the trainee
	Year of birth
	Profession, position of the trainee
	Type of briefing 
(stating 
the order number or issue)
	Full Name
of the trainer
	Signature
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Annex B 
(mandatory)
Form of the Fire Safety Basics Knowledge Assessment Minutes
MINUTES No. ______
of the meeting of the Commission for the Fire Safety Basics Knowledge Assessment
Group: _________________________________________________________________________
(name of the structural unit, category of trainees)
Chairman 

(Full name)
Members: 1.

(Full name)
2.

(Full name)
on _____________, 20 ___ has assessed the fire safety basics knowledge with the following results:
	Item
No.
	Full name
	Position
	Score
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Chairman of the commission: 

(Full name, signature)
Members of the commission: 1.

(Full name, signature)
2.

(Full name, signature)
L.S.
__________________________, 20____
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