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AUDIT OF HUMAN RESOURCES 
 

FACILITY OWNERSHIP  

Name: ErbÊStreetÊMennoniteÊChurch 

Address: 131ÊErbÊStreetÊWest,ÊWaterloo,ÊON,ÊN2LÊ1T7 

Contact: TerryÊJutziÊ–ÊCongregationalÊChairperson 

Phone: (519)Ê886-3570 

  

FACILITY ADMINISTRATOR  

Name: EleanorÊEpp-Stobbe 

Phone: ChurchÊ(519)Ê886-3570 

 HomeÊ(519)Ê581-1072 

  

FACILITY MANAGER  

Name: JohnÊSchiedelÊ–ÊLayÊLeaderÊPropertyÊandÊFacilities 

Phone:  WorkÊ(519)Ê884-5320 

 HomeÊ(519)Ê699-5638 

  

AFTER HOURS CONTACTS  

1) Name: JohnÊSchiedel 

    Phone:  (519)Ê699-5638 

2) Name: RayÊBrubacher 

    Phone:  (519)Ê884-0686 

3) Name: EleanorÊEpp-Stobbe 

    Phone:    (519)Ê581-1072 

4) Name: JeanÊSwartzentruber 

ÊÊÊ Phone: (519)Ê744-2146 

© SHARPE  FIRE & LIFE SAFETY INC. -  January 2006 

Erb Street Mennonite Church, 131 Erb Street West, Waterloo, ON 



SHARPE  

AUDIT OF BUILDING RESOURCES 



Fire Safety Plan – Section 2 

Page 2 

AUDIT OF BUILDING RESOURCES 
 

General Description 
 
ErbÊStreetÊMennoniteÊChurchÊlocatedÊatÊ131ÊErbÊStreetÊWest,ÊWaterlooÊisÊaÊthreeÊlevelÊ
religiousÊfacility.ÊTheÊupperÊ levelÊhasÊaÊnurseryÊandÊSundayÊschoolÊrooms.ÊÊTheÊmainÊ
floorÊ hasÊ aÊ sanctuary,Ê offices,Ê meetingÊ roomsÊ andÊ washrooms.Ê TheÊ lowerÊ levelÊ hasÊ
classrooms,ÊstorageÊrooms,ÊaÊkitchen,ÊmechanicalÊrooms,ÊaÊlibraryÊandÊwashrooms. 
Ê 
Fire Department Response 
 
TheÊfireÊdepartmentÊwillÊ respondÊtoÊtheÊparkingÊ lotÊentranceÊofÊtheÊchurch.ÊAccessÊforÊ
fireÊdepartmentÊvehiclesÊisÊoffÊErbÊStreetÊWest. 
 
Fire Alarm System 
 
 Manufacturer:                  Edwards 
      Model Number:                  6616 
      Type:                                  SingleÊStage 
 Control Panel Location:    ParkingÊlotÊmainÊentrance 
  
 
ThisÊ buildingÊ isÊ providedÊ withÊ anÊ EdwardsÊ 6616Ê fireÊ alarmÊ system.Ê TheÊ fireÊ alarmÊ
controlÊpanelÊisÊlocatedÊinÊtheÊparkingÊlotÊmainÊentrance.Ê 
 
TheÊ fireÊalarmÊsystemÊ isÊdesignedÊ thatÊ theÊ fireÊalarmÊsystemÊwillÊ enterÊgeneralÊalarmÊÊ
uponÊactivationÊ ofÊ anyÊ fireÊ alarmÊ initiatingÊ device.Ê TheÊ fireÊalarmÊsystemÊ isÊ equippedÊ
withÊmanualÊpullÊstations,ÊheatÊdetectorsÊandÊsmokeÊdetectors.ÊDuringÊaÊgeneralÊalarmÊ
conditionÊ theÊ fireÊ alarmÊ signalsÊ willÊ soundÊ withÊ aÊ continuousÊ patternÊ throughoutÊ theÊ
entireÊbuilding.Ê 
 
ThisÊfireÊalarmÊsystemÊisÊnotÊmonitored. 
 
EmergencyÊpowerÊ forÊ theÊ fireÊalarmÊsystemÊ isÊprovideÊbyÊbatteriesÊ locatedÊatÊ theÊ fireÊ
alarmÊcontrolÊpanel. 
ÊÊ 
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AUDIT OF BUILDING RESOURCES 
 

Sprinkler System 
 
ThereÊisÊnoÊfireÊsprinklerÊsystemÊinÊthisÊfacility.Ê 
 
Standpipe System 
 
ThereÊisÊnoÊfireÊhoseÊstandpipeÊsystemÊinÊthisÊfacility. 
 
Fire Hydrants 
 
ThereÊareÊnoÊprivatelyÊownedÊfireÊhydrantsÊatÊthisÊpremise. 
 
Fire Extinguishers 
 
ThereÊ areÊ dryÊ chemicalÊ fireÊ extinguishersÊ locatedÊ throughoutÊ theÊ facility.Ê TheseÊ
locationsÊ areÊ clearlyÊ depictedÊ onÊ theÊ postedÊ fireÊ safetyÊ schematicsÊ throughoutÊ thisÊ
facility. 
 
Emergency Power 
 
EmergencyÊpowerÊisÊnotÊprovidedÊwithinÊthisÊbuilding. 
 
Natural Gas Shut-Off Valve 
 
ThereÊareÊtwoÊnaturalÊgasÊmetersÊlocatedÊatÊthisÊpremise.ÊTheÊnaturalÊgasÊshut-offÊvalveÊ
isÊ locatedÊatÊeachÊgasÊmeter.ÊÊTheÊgasÊmetersÊareÊ locatedÊatÊ theÊnorthÊeastÊcornerÊofÊ
theÊbuildingÊandÊatÊtheÊsouthÊwestÊcornerÊofÊtheÊbuilding.ÊÊBothÊareÊclearlyÊdepictedÊonÊ
theÊpremise’sÊsiteÊplan. 
 
Fire Safety Plan Location 
 
AÊcopyÊofÊtheÊfireÊsafetyÊplanÊwillÊbeÊkeptÊinÊtheÊchurchÊoffice. 
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AUDIT OF BUILDING RESOURCES 
 

Emergency Lighting 
 
ThereÊ areÊ emergencyÊ lightingÊ batteryÊ packsÊwhichÊ provideÊ emergencyÊ lightingÊ forÊ allÊÊ
emergencyÊ fixturesÊ throughoutÊ theÊ commonÊ areasÊ ofÊ thisÊ building.Ê TheÊ emergencyÊ
lightingÊ systemsÊ areÊ designedÊ toÊ provideÊ aÊ minimumÊ ofÊ 30Ê minutesÊ operationÊ uponÊ
buildingÊpowerÊfailure. 
 
Smoke Control 
 
SmokeÊ controlÊ measuresÊ areÊ maintainedÊ byÊ theÊ automaticÊ closingÊ ofÊ corridorÊ fireÊ
separationÊdoors. 
 
Elevators 
 
ThereÊisÊnoÊelevatorÊinÊthisÊfacility. 
 
Exits 
 
ThereÊareÊmanyÊexitsÊforÊthisÊfacility.ÊTheÊprincipleÊandÊalternateÊexitsÊforÊeachÊspecificÊ
areaÊareÊclearlyÊdepictedÊonÊtheÊfireÊsafetyÊschematics. 
 
Area of Assembly 
 
PeopleÊexitingÊfromÊanyÊexitÊshouldÊassembleÊfarÊfromÊtheÊbuildingÊ leavingÊfullÊaccessÊ
forÊfireÊfightersÊandÊfireÊfightersÊvehicles.Ê 
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EMERGENCY PROCEDURES 
 

TheÊactionsÊtoÊbeÊtakenÊbyÊoccupantsÊinÊemergencyÊsituationsÊwillÊbeÊpostedÊonÊeachÊ
floorÊandÊwillÊreadÊasÊfollows: 
 

IN CASE OF FIRE 
 

Upon Discovery of Fire 
-ÊLeaveÊFireÊAreaÊImmediately 

-ÊCloseÊDoors 
-ÊSoundÊFireÊAlarmÊbyÊActivatingÊNearestÊPullÊStation 

-ÊLeaveÊBuildingÊViaÊNearestÊExit 
-ÊCallÊWaterlooÊFireÊDepartmentÊ9Ê-Ê1Ê-Ê1 

 
 

Upon Hearing Fire Alarm: 
-ÊLeaveÊBuildingÊViaÊNearestÊExit 

-ÊCloseÊDoorsÊBehindÊYou 
 

CAUTION 
 

IfÊÊYouÊEncounterÊSmokeÊUseÊAlternateÊExit. 
 
 

REMAIN CALM 
 
 
 
 
ThisÊ buildingÊ isÊ equippedÊwithÊ aÊ singleÊ stageÊ fireÊ alarmÊ system.Ê TheÊ fireÊ
alarmÊ systemÊ isÊ toÊ beÊ activatedÊ toÊ alertÊ theÊ otherÊ occupantsÊ ofÊ anÊ
emergencyÊ andÊ toÊ putÊ intoÊ operationÊ theÊ approvedÊ fireÊ safetyÊ plan.Ê TheÊ
WaterlooÊFireÊDepartmentÊisÊtoÊbeÊnotifiedÊbyÊtelephoningÊ9-1-1ÊgivingÊtheÊ
correctÊaddressÊandÊtheÊexactÊlocationÊofÊtheÊfire. 
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EMERGENCY PROCEDURES 
 

 
 

SAMPLE EMERGENCY PROCEDURE POSTING 

SHARPE  

SHARPE FIRE & LIFE SAFETY INC. 
1-800-796-F • I • R • E 

1. Leave fire area immediately and close doors. 

2. Sound fire alarm. 

3. Leave building via the nearest exit. 

4. Call Waterloo Fire Department 9 – 1 – 1 

1. Leave building via the nearest exit. 

2. Close doors behind you. 

If you encounter smoke in the stairway 
USE AN ALTERNATE EXIT 
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INSTRUCTIONS TO OCCUPANTS ON FIRE PROCEDURE 

If the fire is in your area or you hear the fire alarm: 
 

·  LeaveÊtheÊfireÊarea.Ê 
·  CloseÊallÊdoorsÊbehindÊyou.Ê 
·  ActivateÊtheÊfireÊalarmÊusingÊtheÊnearestÊfireÊalarmÊpullÊstation.Ê 
·  LeaveÊbuildingÊandÊthenÊcallÊtheÊfireÊdepartmentÊ(911)ÊgivingÊdetails.Ê 
·  NEVER ASSUME THIS HAS BEEN DONE. 
 
When Evacuating: 
 

· BeÊ preparedÊ toÊ encounterÊ heavyÊ smokeÊ andÊ heatÊ inÊ yourÊ evacuation.Ê IfÊ timeÊ
allows,ÊputÊonÊshoesÊandÊaÊheavyÊcoatÊinÊwinterÊforÊprotection.ÊCoverÊnoseÊandÊ
mouthÊwithÊcloth,ÊpreferablyÊwet. 

· TestÊtheÊtopsÊofÊallÊdoorsÊbeforeÊopening.ÊIfÊtheÊtopÊofÊtheÊdoorÊorÊtheÊknobÊfeelsÊ
hot,ÊdeadlyÊheatÊandÊgasesÊunderÊconsiderableÊpressureÊhaveÊalreadyÊfilledÊtheÊ
corridor.ÊEvenÊ ifÊ theÊdoorÊ isÊcool,ÊbeÊprepared.ÊBraceÊyourselfÊagainstÊ theÊdoorÊ
andÊopenÊitÊaÊcrack.ÊIfÊyouÊfeelÊairÊpressureÊorÊaÊhotÊdraft,ÊcloseÊtheÊdoorÊquickly.Ê
FindÊanÊalternateÊexit. 

· IfÊtheÊcorridorÊisÊclear,ÊcloseÊallÊdoorsÊbehindÊyouÊandÊleaveÊtheÊbuildingÊviaÊtheÊ
nearestÊexit. 

· IfÊyouÊencounterÊsmokeÊorÊfireÊinÊyourÊroute,ÊuseÊanÊalternateÊexit.ÊIfÊanÊalternateÊ
exitÊ cannotÊ beÊ reachedÊ safely,Ê eitherÊ returnÊ toÊ yourÊ originalÊ areaÊ orÊ findÊ anÊ
alternateÊexit. 

   YOU MUST DECIDE WHICH IS THE SAFEST CHOICE IN EACH SITUATION. 
   IF YOU ARE REQUIRED TO STAY IN YOUR AREA DUE TO SMOKE AND /    
   OR HEAT, CALL THE FIRE DEPARTMENT (911) GIVING YOUR LOCATION . 
· AÊ closedÊ doorÊ canÊ provideÊ goodÊ protectionÊ againstÊ smokeÊ andÊ fire.Ê UseÊ wetÊ

towelsÊorÊclothingÊtoÊsealÊcracks,Êetc.Ê 
· MoveÊtoÊtheÊperimeterÊofÊrooms,ÊopeningÊaÊwindowÊtoÊhelpÊindicateÊyourÊlocationÊ

byÊwavingÊaÊblanket,ÊtowelÊorÊclothingÊoutÊtheÊwindow. 
· IfÊsmokeÊentersÊtheÊroom,ÊcrouchÊlow.ÊRememberÊheatÊandÊgasesÊrise. 
· WaitÊtoÊbeÊrescued. 
 
 
 
 
 
 

NOTE:  If you are physically unable to evacuate, remain in your area and call  
  the Fire Department (911), giving your location. 
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FIRE SAFETY COMMITTEE ADMINISTRATION 
 

TheÊpurposeÊofÊtheÊfireÊsafetyÊcommitteeÊisÊtoÊprovideÊanÊorganizedÊdistributionÊofÊtheÊ
dutiesÊandÊresponsibilitiesÊsetÊoutÊbyÊtheÊfireÊsafetyÊplan.ÊEachÊmemberÊofÊtheÊfireÊsafetyÊ
committeeÊ willÊ haveÊ theirÊ specificÊ responsibilitiesÊ pertainingÊ toÊ theÊ fireÊ safetyÊ plan,Ê
whetherÊitÊpertainsÊtoÊtheÊmaintenanceÊandÊreadinessÊofÊtheÊfireÊsafetyÊresponsibilitiesÊ
duringÊaÊfireÊalarmÊsituation. 
 
 
 
 
TheÊstructureÊofÊtheÊFireÊSafetyÊCommitteeÊwillÊconsistÊof:Ê 
 
CHURCH ADMINISTRATOR 
 
FACILITY MANAGER 
 
FIRE WARDEN 
 
ASSISTANT FIRE WARDEN 
 
 
TheÊhierarchyÊofÊcommandÊisÊasÊlistedÊabove. 
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FIRE SAFETY COMMITTEE 
DUTIES 

CHURCH ADMINISTRATOR 
 
TheÊChurchÊAdministratorÊisÊResponsibleÊForÊTheÊFollowing: 
 
· EstablishmentÊ ofÊ emergencyÊ proceduresÊ toÊ beÊ followedÊ atÊ theÊ timeÊ ofÊ anÊ

emergency. 
· AppointmentÊandÊorganizationÊofÊdesignatedÊstaffÊtoÊcarryÊoutÊfireÊsafetyÊduties. 
· InstructionÊ ofÊ staffÊ andÊ otherÊ occupantsÊ soÊ thatÊ theyÊ areÊ awareÊ ofÊ theirÊ

responsibilitiesÊforÊfireÊsafety. 
· HoldingÊofÊfireÊdrillsÊwithÊtheÊfireÊsafetyÊcommitteeÊmembers. 
· ControlÊofÊfireÊhazardsÊinÊtheÊbuilding. 
· MaintenanceÊofÊbuildingÊfacilitiesÊprovidedÊforÊsafetyÊofÊoccupants. 
· MaintainÊ theÊ fireÊ alarmÊ systemÊ andÊ otherÊ fireÊ protectionÊ equipmentÊ inÊ goodÊ

operatingÊconditionÊatÊallÊtimes. 
· ProvisionsÊofÊalternateÊmeasuresÊforÊsafetyÊofÊoccupantsÊduringÊshutdownÊofÊtheÊ

fireÊ protectionÊ equipment.Ê InÊ theÊ eventÊ ofÊ anyÊ shutdownÊ ofÊ fireÊ protectionÊ
equipment,ÊnotifyÊtheÊfireÊdepartmentÊandÊpatrolÊtheÊfacilityÊonceÊeveryÊhour. 

· AssuringÊ checks,Ê inspectionsÊ andÊ testsÊ asÊ requiredÊ byÊ theÊ fireÊ code,Ê areÊ
completedÊonÊscheduleÊandÊthatÊrecordsÊareÊretained. 

· NotificationÊofÊchiefÊfireÊofficialÊregardingÊchangesÊinÊtheÊfireÊsafetyÊplan. 
· BeÊinÊcompleteÊchargeÊofÊapprovedÊfireÊsafetyÊplanÊandÊspecificÊresponsibilitiesÊ

ofÊtheÊpersonnel. 
· DesignateÊandÊtrainÊsufficientÊassistantsÊtoÊactÊinÊthisÊposition. 
· EducateÊandÊ trainÊallÊpersonnelÊ inÊ theÊuseÊofÊ theÊexistingÊ fireÊsafetyÊequipmentÊ

andÊinÊtheÊactionsÊtoÊbeÊtakenÊunderÊtheÊapprovedÊfireÊsafetyÊplan. 
· PostÊ onÊ eachÊ floorÊ areaÊ aÊ schematicÊ diagramÊ indicatingÊ theÊ primaryÊ andÊ

secondaryÊexitsÊtoÊbeÊusedÊinÊtheÊeventÊofÊanÊevacuation. 
· DistributeÊtheÊfireÊsafetyÊproceduresÊtoÊallÊmeetingÊandÊassemblyÊrooms.Ê 
· EnsureÊ thatÊ theÊ schematicÊ diagramsÊ showÊ type,Ê locationÊ andÊ operationÊ ofÊ allÊ

buildingÊ fireÊ emergencyÊ systems,Ê e.g.Ê locationÊ ofÊ fireÊ alarmÊ controlÊ panelÊ andÊ
equipmentÊandÊfireÊextinguishersÊareÊmaintained. 

· IfÊapplicable,ÊensureÊthatÊtheÊfireÊalarmÊsystemÊisÊnotÊsilencedÊorÊresetÊuntilÊ theÊ
FireÊ DepartmentÊ hasÊ determinedÊ thatÊ theÊ buildingÊ isÊ safe.Ê RestoringÊ theÊ fireÊ
protectionÊ systemsÊ andÊ theÊ fireÊ alarmÊ systemÊ canÊ onlyÊ beÊ doneÊwithÊ theÊ FireÊ
Department’sÊapproval.ÊResettingÊinstructionsÊareÊtoÊbeÊpostedÊnextÊtoÊtheÊmainÊ
fireÊalarmÊpanel. 

· HaveÊandÊknowÊtheÊOntarioÊFireÊCode.Ê 
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FACILITY MANAGER 
 
TheÊresponsibilitiesÊofÊtheÊFacilityÊManagerÊinclude: 
 
· EnsureÊthatÊFireÊWardens,ÊandÊAssistantÊFireÊWardensÊhaveÊbeenÊselected,ÊtrainedÊ

andÊprovidedÊwithÊtheÊappropriateÊsection(s)ÊofÊthisÊplan. 
 
· EnsureÊthatÊtheÊnamesÊonÊtheÊFireÊWarden’sÊlistÊareÊkeptÊupÊtoÊdate.Ê(APPENDIXÊA)Ê

ItÊisÊrecommendedÊthatÊthisÊlistÊisÊupdatedÊquarterlyÊorÊasÊrequired. 
 
· EnsureÊthatÊaÊlistÊofÊtheÊlocationsÊofÊallÊpersonsÊrequiringÊassistanceÊtoÊevacuateÊisÊ

keptÊupÊtoÊdate.Ê(APPENDIXÊB)ÊItÊisÊrecommendedÊthatÊthisÊlistÊisÊupdatedÊquarterlyÊ
orÊasÊrequired. 

 
· KnowÊtheÊlocationÊofÊtheÊfacility’sÊfireÊalarmÊsystem.ÊKnowÊhowÊtheÊfireÊalarmÊsystemÊ

isÊoperatedÊandÊhowÊtheÊsystemÊisÊreset. 
 
· ConductingÊfireÊdrillsÊwithÊtheÊChurchÊAdministratorÊasÊoutlinedÊinÊthisÊPlan. 
 
· ToÊbeÊfamiliarÊwithÊfloorÊareas,ÊexitsÊandÊtheÊlocationsÊofÊfireÊfightingÊequipment. 
 
· AssistÊ inÊ theÊ evacuationÊ ofÊ buildingÊ occupantsÊ asÊ describedÊ underÊ “EmergencyÊ

Procedures.Ê–ÊFireÊSafetyÊCommittee” 
 
· EnsuringÊ thatÊ thereÊ hasÊ beenÊ aÊ back-upÊ selected,Ê trainedÊ andÊ isÊ advisedÊ ofÊ yourÊ

absenceÊfromÊbeingÊableÊtoÊperformÊyourÊduties.Ê(ie.ÊVacation,Êmeetings,Êillness) 
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DUTIES 

FIRE WARDEN 
 
EachÊuserÊgroupÊwithinÊtheÊchurchÊwillÊÊhaveÊoneÊFireÊWardenÊselected.ÊDuringÊchurchÊ
service,Ê ushersÊ willÊ alsoÊ serveÊ asÊ FireÊWardens.Ê TheÊ dutiesÊ ofÊ theseÊ FireÊWardensÊ
include: 
 
· ObtainingÊandÊreviewingÊaÊcopyÊofÊtheÊFireÊSafetyÊPlan. 
 
· ToÊbeÊfamiliarÊwithÊtheirÊfloorÊareas,ÊexitsÊandÊtheÊlocationÊofÊfireÊfightingÊequipment. 
 
· ToÊbeÊfamiliarÊwithÊpersonnelÊwhoÊrequireÊassistanceÊtoÊevacuateÊinÊyourÊfloorÊareaÊ

andÊensureÊ thatÊ theÊChurchÊAdministratorÊ isÊprovidedÊwithÊanÊup-to-dateÊ listÊ ofÊ allÊ
personsÊwhoÊrequireÊassistanceÊtoÊevacuate. 

 
· AssistingÊ inÊ theÊevacuationÊofÊbuildingÊoccupantsÊasÊdescribedÊunderÊ “EmergencyÊ

ProceduresÊ–ÊFireÊSafetyÊCommittee”. 
 
· ParticipatingÊinÊfireÊdrillsÊasÊdescribedÊinÊthisÊPlan. 
 
· AssistingÊinÊfireÊpreventionÊbyÊnotingÊandÊreportingÊtoÊFacilityÊSupervisorÊorÊChurchÊ

AdministratorÊwhereÊfireÊhazardsÊexist. 
 
· EnsuringÊ thatÊ thereÊ hasÊ beenÊ aÊ back-upÊ FireÊ WardenÊ trained,Ê selectedÊ andÊ isÊ

advisedÊ ofÊ yourÊ absenceÊ fromÊ beingÊ ableÊ toÊ performÊ yourÊ duties.Ê (ie.Ê Vacation,Ê
meetings,Êillness) 
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FIRE SAFETY COMMITTEE 
DUTIES 

ASSISTANT FIRE WARDEN 
 
EachÊuserÊgroupÊwithinÊtheÊchurchÊwillÊÊhaveÊoneÊAssistantÊFireÊWardenÊselected.ÊTheÊ
dutiesÊofÊtheÊAssistantÊFireÊWardenÊinclude: 
 
· ObtainingÊandÊreviewingÊaÊcopyÊofÊtheÊFireÊSafetyÊPlan. 
 
· ToÊbeÊfamiliarÊwithÊtheirÊfloorÊareas,ÊexitsÊandÊlocationsÊofÊfireÊfightingÊequipment. 
 
· ToÊbeÊfamiliarÊwithÊpersonnelÊwhoÊrequireÊassistanceÊtoÊevacuateÊinÊtheirÊfloorÊareaÊ

andÊensureÊ thatÊ theÊChurchÊAdministratorÊandÊFacilityÊSupervisorÊ isÊprovidedÊwithÊ
anÊup-to-dateÊlistÊofÊallÊpersonsÊwhoÊrequireÊassistance. 

 
· AssistingÊ inÊ theÊevacuationÊofÊbuildingÊoccupantsÊasÊdescribedÊunderÊ “EmergencyÊ

Procedures”. 
 
· ParticipatingÊinÊtheÊfireÊdrillsÊasÊdescribedÊinÊthisÊPlan. 
 
· AssistingÊ inÊ fireÊ preventionÊ byÊ notingÊ andÊ reportingÊ toÊ theÊ FacilityÊ SupervisorÊ orÊ

ChurchÊAdministratorÊwhereÊfireÊhazardsÊexist. 
 
· EnsuringÊ thatÊaÊback-upÊAssistantÊFireÊWardenÊhasÊbeenÊ trained,Ê selectedÊandÊ isÊ

advisedÊ ofÊ yourÊ absenceÊ fromÊ beingÊ ableÊ toÊ performÊ yourÊ duties.Ê (ie.Ê Vacation,Ê
meetings,Êillness) 
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EMERGENCY PROCEDURES 
FIRE SAFETY COMMITTEEÊ 
 



EMERGENCY PROCEDURES 
Fire Safety Committee 
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CATEGORIES 
 
EmergencyÊproceduresÊareÊdividedÊintoÊtwoÊcategories: 
 
 
· IF YOU DISCOVER A FIRE 
 

· IF YOU HEAR A FIRE ALARM RINGING  
 
 
 
IF YOU DISCOVER A FIRE 
 

TheÊproceduresÊtoÊbeÊfollowedÊuponÊdiscoveryÊofÊaÊfireÊareÊtheÊsameÊforÊallÊFireÊSafetyÊ
CommitteeÊmembersÊandÊareÊdescribedÊinÊthisÊsectionÊofÊthisÊPlan. 
 
 
 
 
IF YOU HEAR A  FIRE ALARM RINGING  
 

TheÊproceduresÊtoÊbeÊfollowedÊuponÊhearingÊaÊfireÊalarmÊringingÊareÊdescribedÊforÊeachÊ
memberÊofÊtheÊFireÊSafetyÊCommitteeÊinÊthisÊsectionÊofÊthisÊPlan.Ê  
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IF YOU DISCOVER A FIRE 
 
· LeaveÊtheÊfireÊareaÊimmediatelyÊremovingÊanyÊperson(s)ÊinÊimmediateÊdanger.ÊMakeÊ

sureÊthatÊallÊdoorsÊtoÊtheÊaffectedÊareaÊareÊclosed. 
 
· ActivateÊ theÊfireÊalarmÊsystemÊbyÊpullingÊ theÊnearestÊ fireÊalarmÊmanualÊpullÊstationÊ

asÊyouÊleaveÊtheÊfireÊarea.Ê 
 
· CallÊ theÊWaterlooÊFireÊDepartmentÊbyÊdiallingÊ9 – 1 – 1 whenÊ itÊ isÊsafeÊ toÊdoÊso.Ê

AdviseÊthemÊofÊyourÊbuildingÊlocationÊandÊtheÊareaÊaffected. 
 Erb Street Mennonite Church 
 131 Erb Street West 
 Waterloo, Ontario 
 
· PerformÊyourÊdutiesÊasÊoutlinedÊinÊtheÊ“EmergencyÊProcedures”ÊsectionÊofÊthisÊPlan. 
 
· AfterÊcompletingÊyourÊemergencyÊprocedures,ÊexitÊtheÊbuilding. 
 
· UseÊyourÊdesignatedÊexitÊroute. 
 
·  IfÊ youÊ encounterÊ smokeÊ orÊ heatÊ inÊ yourÊ evacuation,Ê useÊ anÊ alternateÊ exit.Ê IfÊ anÊ

 alternateÊexitÊcannotÊbeÊreachedÊsafely,ÊeitherÊreturnÊtoÊyourÊareaÊorÊseekÊ refugeÊ
inÊaÊneighbouringÊfloorÊarea. 

·  YOU MUST DECIDE WHICH IS THE SAFEST CHOICE IN EACH SITUATION. 
 IF YOU ARE REQUIRED TO STAY IN YOUR  AREA DUE TO SMOKE AND/OR 
HEAT, CALL THE WATERLOO FIRE DEPARTMENT (DIAL 9-1-1)  GIVING 
THEM YOUR LOCATION. 

·  AÊclosedÊdoorÊ canÊprovideÊgoodÊprotectionÊagainstÊ smokeÊandÊ fire.ÊSealÊ cracksÊ
 aroundÊdoorsÊwithÊcoats,Ê towels,Êetc.Ê IfÊsmokeÊstartsÊseepingÊ throughÊcentralÊairÊ
 conditioningÊoutlets,ÊplugÊthemÊasÊwell. 

·  IfÊsmokeÊentersÊtheÊroom,ÊcrouchÊlow.ÊRememberÊheatÊandÊgasesÊrise.Ê 
·  WaitÊtoÊbeÊrescuedÊandÊremainÊcalm. 
 
· DoÊnotÊreturnÊtoÊtheÊbuildingÊuntilÊitÊisÊdeclaredÊsafeÊtoÊdoÊsoÊbyÊtheÊFireÊDepartment. 
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EMERGENCY PROCEDURES 
Fire Safety Committee 

IF YOU HEAR THE FIRE ALARM RINGING 
 
FACILITY MANAGER 
 
· NotifyÊtheÊWaterlooÊFireÊDepartmentÊofÊtheÊemergencyÊcondition,ÊwhenÊitÊisÊsafeÊ

toÊdoÊso. 
· SuperviseÊandÊassistÊwithÊtheÊevacuationÊofÊtheÊoccupants. 
· AssembleÊinÊtheÊdesignatedÊareaÊofÊassemblyÊtoÊreceiveÊtotalÊevacuationÊreportsÊ

completedÊfromÊallÊfireÊwardens. 
· MeetÊ theÊWaterlooÊFireÊDepartmentÊgivingÊ themÊvitalÊ information,ÊmasterÊkeys,Ê

listÊofÊnon-ambulatoryÊoccupants,Êetc. 
· OnlyÊre-enterÊwhenÊauthorizedÊbyÊtheÊfireÊdepartment. 
· CompleteÊaÊfireÊalarmÊincidentÊreport. 
· EnsureÊ thatÊ thereÊhasÊbeenÊaÊback-upÊ facilityÊ supervisorÊ selected,Ê trainedÊandÊ

advisedÊofÊyourÊabsenceÊfromÊbeingÊableÊtoÊperformÊyourÊdutiesÊ(Ê ie.Êmeetings,Ê
illness,Êvacation,Êetc.). 

 
  

DO NOT RE-ENTER THE BUILDING  
UNLESS AUTHORIZED BY THE WATERLOO FIRE DEPARTMENT 
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EMERGENCY PROCEDURES 
Fire Safety Committee 

IF YOU HEAR THE FIRE ALARM RINGING 
 
FIRE WARDEN 
 
· AssembleÊyourÊgroupÊandÊproceedÊwithÊevacuation. 
· CloseÊdoorÊuponÊleavingÊtheÊroom,ÊandÊhaveÊyourÊassistantÊfireÊwardenÊcloseÊallÊ

windows. 
· EscortÊoccupantsÊtoÊoutsideÊviaÊyourÊexitÊroute,ÊuseÊalternateÊexitÊifÊrequired. 
· Know your main and alternate exit routes. 
· AssembleÊ farÊ fromÊ theÊ buildingÊ leavingÊ accessÊ forÊ fireÊ fightersÊ andÊ fireÊ fighterÊ

vehicles. 
· ConfirmÊtotalÊevacuationÊofÊyourÊareaÊfromÊyourÊassistantÊfireÊwarden. 
· ReportÊsuccessfulÊevacuationÊtoÊtheÊfacilityÊsupervisor. 
· SuperviseÊtheÊevacuationÊofÊtheÊremainingÊoccupants. 
· DoÊnotÊre-enterÊtheÊbuildingÊunlessÊauthorizedÊbyÊtheÊWaterlooÊFireÊDepartment. 
· EnsureÊthatÊthereÊhasÊbeenÊaÊback-upÊfireÊwardenÊselected,ÊtrainedÊandÊadvisedÊ

ofÊyourÊabsenceÊ fromÊbeingÊableÊ toÊperformÊyourÊdutiesÊ (Ê ie.Êmeetings,Ê illness,Ê
vacation,Êetc.). 

 
 

DO NOT RE-ENTER THE BUILDING  
UNLESS AUTHORIZED BY THE WATERLOO FIRE DEPARTMENT 
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EMERGENCY PROCEDURES 
Fire Safety Committee 

IF YOU HEAR THE FIRE ALARM RINGING 
 
ASSISTANT FIRE WARDEN 
 
· HelpÊyourÊfireÊwardenÊtoÊassembleÊoccupantsÊforÊevacuation. 
· CloseÊallÊdoorsÊandÊwindowsÊinÊyourÊarea. 
· CheckÊallÊareas,ÊstorageÊrooms,ÊwashroomsÊandÊanyÊunlockedÊrooms. 
· EscortÊanyÊoccupantsÊoutsideÊwhenÊallÊdoneÊyourÊchecks. 
· EnsureÊnoÊoneÊre-entersÊtheÊareaÊthatÊyouÊhaveÊchecked. 
· ReportÊ toÊ yourÊ fireÊ wardenÊ inÊ theÊ areaÊ ofÊ assemblyÊ uponÊ completionÊ ofÊÊÊÊÊ

evacuation. 
· DoÊnotÊre-enterÊtheÊbuildingÊunlessÊauthorizedÊbyÊtheÊWaterlooÊFireÊDepartment. 
· EnsureÊthatÊthereÊhasÊbeenÊaÊback-upÊassistantÊfireÊwardenÊselected,ÊtrainedÊandÊ

advisedÊofÊyourÊabsenceÊ fromÊbeingÊableÊ toÊperformÊyourÊdutiesÊ (Ê ie.Êmeetings,Ê
illness,Êvacation,Êetc.). 

 
 
 
 
PERSONS USING CHURCH KITCHEN 
 
· TheÊ responsibilitiesÊ ofÊ theÊ personsÊ usingÊ theÊ churchÊ kitchenÊ areÊ toÊ turnÊ offÊ allÊ

cookingÊappliancesÊandÊmoveÊfoodÊoffÊallÊheatingÊelements. 
· LeaveÊtheÊbuildingÊviaÊyourÊmainÊexitÊroute,ÊuseÊalternativeÊexitÊrouteÊifÊrequired.Ê 
· ReportÊsuccessfulÊevacuationÊ toÊ theÊ facilityÊ supervisor,ÊensuringÊ thatÊallÊ kitchenÊ

appliancesÊhaveÊbeenÊturnedÊoff. 
· AssembleÊ farÊ fromÊ theÊ buildingÊ leavingÊ accessÊ forÊ fireÊ fightersÊ andÊ fireÊ fighterÊ

vehicles. 
· DoÊnotÊre-enterÊtheÊbuildingÊunlessÊauthorizedÊbyÊtheÊWaterlooÊFireÊDepartment.

  
 
 
 
 

DO NOT RE-ENTER THE BUILDING  
UNLESS AUTHORIZED BY THE WATERLOO FIRE DEPARTMENT 
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PROCEDURES FOR STAFF 
► IN GENERAL◄ 

The Church Staff is Responsible For The Following: 
 
In General 
 
·  KeepÊ hallways,Ê passagewaysÊ andÊ exits,Ê insideÊ andÊ outside,Ê clearÊ ofÊ anyÊ

obstructionsÊatÊallÊtimes. 
·  DoÊnotÊpermitÊcombustibleÊmaterialsÊtoÊaccumulateÊ inÊanyÊpartÊofÊaÊfireÊescapeÊ

routeÊorÊotherÊmeansÊofÊegress. 
·  DoÊ notÊ permitÊ combustibleÊ wasteÊ materialsÊ toÊ accumulateÊ inÊ quantitiesÊ orÊ

locationsÊwhichÊconstituteÊaÊfireÊhazard. 
·  PromptlyÊremoveÊallÊcombustibleÊwasteÊfromÊallÊareasÊwhereÊwasteÊisÊplacedÊforÊ

disposal. 
·  KeepÊaccessÊroadwaysÊandÊfireÊroutesÊaccessibleÊforÊfireÊdepartmentÊuse. 
·  ArrangeÊforÊorÊensureÊthatÊthereÊisÊaÊsubstituteÊinÊyourÊabsence. 
· ParticipateÊinÊfireÊdrills. 
· KnowÊwhereÊtheÊfireÊalarmÊpullÊstationsÊandÊexitsÊareÊlocated. 
· KnowÊtheÊcorrectÊbuildingÊaddress. 
  Erb Street Mennonite Church 
  131 Erb Street West 
  Waterloo, Ontario 
· NotifyÊtheÊsupervisorÊifÊspecialÊassistanceÊisÊrequiredÊforÊdisabledÊpersonsÊinÊtheÊ

eventÊofÊanÊemergency. 
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TRAINING OF  STAFF 
 

All staff are to be supplied with a copy of the Fire Safety Plan and are to become 
familiar with its contents. 
 
All staff are to be shown (if applicable): 
1. HowÊtoÊresetÊtheÊfireÊalarmÊsystemÊ(anÊactivatedÊsystemÊmustÊnotÊbeÊresetÊuntilÊ

authorizedÊbyÊaÊFireÊDepartmentÊOfficer). 
2. TheÊ locationÊofÊ keysÊ toÊ provideÊ accessÊ toÊ allÊ lockedÊareasÊandÊ theÊ locationÊofÊ

equipmentÊwhichÊmayÊbeÊusedÊinÊanÊemergencyÊ(extraÊfireÊextinguishers,Êetc.). 
3. HowÊtoÊuseÊtheÊfirstÊaidÊfireÊfightingÊequipmentÊinstalledÊwithinÊtheÊbuilding. 
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FIRE EXTINGUISHMENT, CONTROL OR CONFINEMENT 
 

ThisÊ isÊprimarilyÊ theÊresponsibilityÊofÊ theÊWaterlooÊFireÊDepartment.ÊTheÊproductionÊofÊ
toxicÊfumesÊinÊbuildingsÊmakesÊfireÊfightingÊpotentiallyÊdangerous,ÊparticularlyÊifÊaÊlargeÊ
amountÊofÊsmokeÊisÊbeingÊgenerated. 
 
OnlyÊafterÊensuringÊthatÊtheÊalarmÊhasÊbeenÊraisedÊandÊtheÊWaterlooÊFireÊDepartmentÊ
hasÊbeenÊnotified,ÊaÊsmallÊ fireÊcanÊbeÊextinguishedÊbyÊexperiencedÊperson(s)Ê familiarÊ
withÊ extinguisherÊ operation.Ê IfÊ itÊ cannotÊ beÊ easilyÊ extinguished,Ê leaveÊ theÊ areaÊ andÊ
confineÊtheÊfireÊbyÊclosingÊtheÊdoor. 
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FIRE HAZARDS 
 

In order to avoid fire hazards in the building, occupants are advised to: 
 
· AvoidÊcarelessÊstorageÊpractices. 
· EnsureÊthatÊarticlesÊsuchÊasÊboxesÊandÊstorageÊracksÊdoÊnotÊobstructÊdoorways. 
· KeepÊstairways,Êlandings,Êhallways,ÊpassagewaysÊandÊexitsÊclearÊofÊobstructionsÊ

andÊcombustibleÊrefuseÊatÊallÊtimes.ÊDoÊnotÊleaveÊarticlesÊsuchÊasÊshoes,Ê
rubbers,Êmats,ÊetcÊinÊtheÊbuildingÊhalls,ÊcorridorsÊandÊstairways. 

· KeepÊfireÊdoorsÊandÊdoorsÊtoÊstairwaysÊclosedÊatÊallÊtimes. 
· NotÊ useÊ unsafeÊ electricalÊ appliances,Ê frayedÊ extensionsÊ cords,Ê over-loadedÊ

outletsÊorÊlampÊwireÊforÊpermanentÊwiring. 
· EnsureÊthatÊelectricallyÊpoweredÊequipmentÊisÊeitherÊCSAÊorÊOntarioÊHydroÊ

SpecialÊInspectionÊlabelÊapprovedÊandÊespeciallyÊthatÊcoffeeÊmakersÊandÊhotÊ
platesÊareÊshut-offÊatÊclosingÊtime. 

· RefrainÊfromÊusingÊunsafeÊelectricalÊappliances,ÊfrayedÊextensionÊcords,Ê
overloadedÊoutletÊsandÊlampÊwireÊforÊpermanentÊwiring. 

· LimitÊtheÊuseÊofÊflammableÊliquids.ÊHaveÊsafeÊhandlingÊandÊdisposalÊpractices. 
· MaintainÊaccessÊtoÊportableÊextinguishers,ÊandÊotherÊfireÊprotectionÊequipment. 
· NotÊ toÊ putÊ burningÊ materialsÊ suchÊ asÊ cigarettesÊ andÊ ashesÊ intoÊ garbageÊ

receptacles. 
· NotÊtoÊdisposeÊofÊflammableÊliquidsÊorÊaerosolÊcansÊinÊtheÊgarbageÊreceptacles. 
· AvoidÊ carelessÊ smoking,Ê useÊ ashtrays.Ê NeverÊ smokeÊ inÊ unassignedÊ smokingÊ

areas. 
· AvoidÊunsafeÊcookingÊpractices,ÊdeepÊfatÊfrying,ÊtooÊmuchÊheat,ÊunattendedÊ

stoves,ÊandÊlooselyÊhangingÊsleeves.. 
 
 
In general, occupants are advised to: 
 
· KnowÊwhereÊtheÊfireÊalarmÊpullÊstationsÊandÊexitsÊareÊlocated. 
· CallÊtheÊWaterlooÊFireÊDepartmentÊimmediatelyÊwheneverÊyouÊneedÊassistance. 
· KnowÊtheÊcorrectÊbuildingÊaddress. 
  Erb Street Mennonite Church 
  131 Erb Street, West 
  Waterloo, Ontario 
· ReportÊanyÊconditionÊwhichÊmayÊbeÊaÊfireÊhazardÊtoÊFireÊSafetyÊCommitteeÊ

members. 
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FIRE DRILLS 
 

TheÊpurposeÊofÊaÊfireÊdrillÊ isÊ toÊensureÊthatÊ theÊoccupantsÊandÊstaffÊareÊtotallyÊ familiarÊ
withÊ emergencyÊ evacuationÊ procedures,Ê resultingÊ inÊ orderlyÊ evacuationÊ withÊ efficientÊ
useÊofÊexitÊfacilities. 
 
AdvanceÊnoticeÊshouldÊbeÊpostedÊadvisingÊtheÊoccupantsÊofÊtheÊtimeÊandÊdateÊofÊtheseÊ
practiceÊdrills. 
 
TheÊWaterlooÊFireÊDepartmentÊdispatchÊwillÊbeÊnotifiedÊbyÊcallingÊ741–2494.ÊIfÊtheÊfireÊ
alarmÊsystemÊisÊmonitored,ÊtheÊmonitoringÊcompanyÊmustÊbeÊnotifiedÊpriorÊtoÊandÊafterÊ
theÊfireÊdrill.ÊThisÊwillÊpreventÊanyÊpotentialÊfalseÊdispatchÊofÊtheÊfireÊdepartment. 
 
EachÊstaffÊmemberÊwillÊproceedÊasÊdescribedÊ inÊ theÊ“EmergencyÊProcedures”ÊSectionÊ
ofÊthisÊfireÊsafetyÊplan. 
 
FollowingÊeachÊdrill,ÊallÊpersonsÊofÊdelegatedÊresponsibilityÊshouldÊattendÊaÊdebriefingÊtoÊ
reportÊonÊtheirÊactionsÊandÊtheÊreactionsÊofÊtheÊoccupants.ÊFireÊdrillsÊmustÊbeÊconductedÊ
inÊaccordanceÊwithÊtheÊfrequenciesÊstatedÊinÊtheÊfireÊcode. 
 
NOTE:  For this building, fire drills should be conducted at least annually.  
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MAINTENANCE PROCEDURES FOR FIRE PROTECTION SYSTEMS 
 

Check, Inspect, & Test Requirements of the Fire Code 
 
ToÊassistÊ inÊ fulfillingÊourÊobligations,Ê includedÊ isÊaÊ listÊ ofÊ theÊportionsÊofÊ theÊ fireÊ codeÊ
whichÊrequireÊthatÊchecks,ÊinspectionsÊand/orÊtestÊbeÊmadeÊofÊequipmentÊandÊfacilitiesÊ
fromÊ timeÊ toÊ time.Ê ItÊ isÊ suggestedÊ thatÊ youÊ readÊ overÊ thisÊ listÊ andÊ performÊ orÊ haveÊ
performedÊtheÊnecessaryÊchecks,ÊinspectionsÊand/orÊtests. 
FireÊ preventionÊ officersÊ mayÊ checkÊ toÊ ensureÊ thatÊ theÊ necessaryÊ check,Ê inspectionsÊ
and/orÊtestÊareÊdone,ÊwhenÊconductingÊtheirÊinspections. 
 
DefinitionsÊforÊkeyÊworksÊareÊasÊfollows: 
 
Check  MeansÊvisualÊobservation,ÊtoÊensureÊtheÊdeviceÊorÊsystemÊisÊinÊ  
   placeÊandÊisÊnotÊobviouslyÊdamagedÊorÊobstructed. 
Inspect  MeansÊtheÊphysicalÊexamination,ÊtoÊdetermineÊthatÊtheÊdeviceÊorÊ 
   systemÊwillÊoperateÊinÊaccordanceÊwithÊitsÊintendedÊoperationÊorÊ 
   function. 
Test   MeansÊoperationsÊofÊdeviceÊorÊsystemÊtoÊensureÊthatÊitÊwillÊperformÊ 
   inÊaccordanceÊwithÊitsÊintendedÊoperationÊorÊfunction. 
 
ItÊisÊstatedÊinÊtheÊFireÊCodeÊthatÊrecordsÊofÊallÊtestÊandÊcorrectiveÊmeasuresÊareÊrequiredÊ
toÊbeÊretainedÊforÊaÊperiodÊofÊtwoÊyearsÊafterÊtheyÊareÊmade. 
 
 
 

 

NOTE: Information in this section which is pertinent to this facility will be 
highlighted for easier identification. 
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MAINTENANCE PROCEDURES FOR FIRE PROTECTION SYSTEMS 
 

 PORTABLE FIRE EXTINGUISHERS   

¨  InspectÊallÊportableÊfireÊextinguishers. Þ  MONTHLY 

¨  SubjectÊtoÊmaintenance. Þ  ANNUALLY 

¨  PerformÊhydrostaticÊtestÊonÊcarbonÊdioxideÊandÊwaterÊtypeÊ
extinguishers. 

Þ  EVERYÊFIVEÊ(5)ÊYEARS 

¨  EmptyÊstoredÊpressureÊtypeÊextinguishersÊandÊsubjectÊtoÊ
maintenance. 

Þ  EVERYÊSIXÊ(6)ÊYEARS 

¨  PerformÊhydrostaticÊtestÊonÊdryÊchemicalÊandÊvaporizingÊliquidÊ
typeÊextinguishers. 

Þ  EVERYÊTWELVEÊ(12)ÊYEARS 

¨  RechargeÊextinguisherÊafterÊuseÊorÊasÊindicatedÊbyÊanÊinspectionÊ
orÊwhenÊperformingÊmaintenance. 

Þ  ASÊREQUIRED 

    

 FIRE ALARM SYSTEMS 
(reference should be made to the current Standard for the 
Inspection and Testing of Fire Alarm Systems CAN/ULC-S536) 

  

¨  CheckÊfireÊalarmÊACÊpowerÊlampÊandÊtroubleÊlight. Þ  DAILY 

¨  CheckÊtroubleÊconditions. Þ  DAILY 

¨  CheckÊcentralÊalarmÊandÊcontrolÊfacility. Þ  DAILY 

¨  CheckÊallÊfireÊalarmÊsystemÊcomponentsÊincludingÊstandbyÊpowerÊ
batteries. 

Þ  DAILY 

¨  TestÊfireÊalarmÊsystem. Þ  MONTHLY 

¨  TestÊvoiceÊcommunicationÊsystemÊtoÊandÊfromÊfloorÊareasÊtoÊtheÊ
centralÊalarmÊandÊcontrolÊfacility. 

Þ  MONTHLY 

¨  TestÊfireÊalarmÊsystemÊbyÊpersonsÊhavingÊjurisdictionÊforÊservice. 
(Canadian Fire Alarm Association Certification effective 11/99) 

Þ  ANNUALLY 

    

 SMOKE ALARMS IN DWELLING UNITS   

¨  SmokeÊAlarmsÊshallÊbeÊmaintainedÊinÊoperatingÊconditionÊbyÊ
owner 

Þ  ASÊREQUIRED 
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MAINTENANCE PROCEDURES FOR FIRE PROTECTION SYSTEMS 
 

 STANDPIPE AND HOSE SYSTEMS   

¨  InspectionÊofÊhoseÊcabinetsÊtoÊensureÊhoseÊpositionÊandÊthatÊ
equipmentÊisÊinÊplaceÊandÊoperable. 

Þ  MONTHLY 

¨  InspectÊhoseÊvalvesÊtoÊensureÊtightness,ÊtoÊensureÊnoÊwaterÊ
leakage. 

Þ  ANNUALLY 

¨  RemoveÊandÊre-rackÊhosesÊandÊreplaceÊwornÊgaskets. Þ  ANNUALLY 

¨  RemoveÊplugsÊorÊcapsÊonÊfireÊdepartmentÊconnectionsÊandÊ
inspectÊforÊwear,ÊrustÊorÊobstructions. 

Þ  ANNUALLY 

¨  PerformÊhydrostaticÊtestÊonÊstandpipeÊsystemsÊpipingÊwhichÊ
normallyÊremainsÊdry. 

Þ  EVERYÊFIVEÊ(5)ÊYEARS 

¨  PerformÊhydrostaticÊtestÊofÊstandpipeÊsystemsÊthatÊhaveÊbeenÊ
modified,ÊextendedÊorÊareÊbeingÊrestoredÊtoÊuseÊafterÊaÊperiodÊofÊ
disuseÊexceedingÊaÊyear. 

Þ  ASÊREQUIRED 

    

 SPRINKLERS   

¨  CheckÊthatÊunsupervisedÊsprinklerÊsystemÊvalvesÊareÊopen. Þ  WEEKLY 

¨  CheckÊthatÊairÊpressureÊonÊdryÊpipeÊsystemsÊisÊbeingÊmaintained. Þ  WEEKLY 

¨  TestÊsprinklerÊalarmsÊusingÊalarmÊtestÊconnection. Þ  MONTHLY 

¨  TestÊsprinklerÊsupervisoryÊtransmittersÊandÊwaterÊflowÊdevices. Þ  EVERYÊTWOÊ(2)ÊMONTHS 

¨  TestÊgateÊsupervisoryÊswitchesÊandÊotherÊsprinklerÊandÊfireÊ
protectionÊsystemÊsupervisoryÊdevices. 

Þ  EVERYÊSIXÊ(6)ÊMONTHS 

¨  CheckÊexposedÊsprinklerÊsystemÊpipeÊhangers. Þ  ANNUALLY 

¨  CheckÊallÊsprinklerÊheads. Þ  ANNUALLY 

¨  InspectÊdryÊpipeÊvalveÊprimingÊlevel. Þ  ANNUALLY 

¨  RemoveÊplugsÊorÊcapsÊonÊfireÊdepartmentÊconnectionsÊandÊ
inspectÊforÊwear,ÊrustÊorÊobstructions. 

Þ  ANNUALLY 

¨  TestÊwaterÊflowÊonÊwetÊsprinklerÊsystemsÊusingÊmostÊremoteÊtestÊ
connection. 

Þ  ANNUALLY 

¨  Trip-testÊdryÊpipeÊsprinklerÊsystem. Þ  ANNUALLY 

¨  TestÊflowÊofÊwaterÊsupplyÊusingÊmainÊdrainÊvalve. Þ  ANNUALLY 

¨  InspectÊdryÊpipeÊsystemÊforÊobstructionsÊandÊflushÊwhereÊ
necessary. 

Þ  EVERYÊFIFTEENÊ(15)Ê
YEARS 

¨  CheckÊÊdryÊpipeÊvalveÊroomsÊorÊenclosuresÊduringÊfreezingÊ
weather. 

Þ  ASÊREQUIRED 
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MAINTENANCE PROCEDURES FOR FIRE PROTECTION SYSTEMS 
 

 WATER SUPPLIES FOR FIRE FIGHTING   

¨  CheckÊfireÊpumpÊroomÊtemperatureÊduringÊfreezingÊweather. Þ  DAILY 

¨  CheckÊtankÊheatingÊequipmentÊandÊwaterÊtemperatureÊofÊfireÊ
protectionÊwaterÊduringÊfreezingÊweather. 

Þ  DAILY 

¨  InspectÊvalvesÊcontrollingÊfireÊprotectionÊwaterÊsupply. Þ  WEEKLY 

¨  CheckÊwaterÊlevelÊandÊairÊpressureÊforÊpressureÊwaterÊtanks. Þ  WEEKLY 

¨  InspectÊreliefÊvalvesÊonÊairÊandÊwaterÊsupplyÊlinesÊofÊpressureÊ
tanks. 

Þ  WEEKLY 

¨  CheckÊwaterÊlevelÊinÊfireÊpumpÊreservoirs. Þ  WEEKLY 

¨  OperateÊandÊinspectÊfireÊpump. Þ  WEEKLY 

¨  InspectÊwaterÊlevelÊinÊgravityÊtanks. Þ  MONTHLY 

¨  InspectÊfireÊprotectionÊwaterÊsupplyÊtanks. Þ  ANNUALLY 

¨  InspectÊcathodicÊprotectionÊofÊfireÊprotectionÊwaterÊtanks. Þ  ANNUALLY 

¨  InspectÊallÊpartsÊofÊgravityÊtanks. Þ  ANNUALLY 

¨  TestÊfireÊpumpÊatÊfullÊcapacity. Þ  ANNUALLY 

¨  InspectÊallÊfireÊhydrants. Þ  ANNUALLY 

¨  InspectÊallÊfireÊhydrantsÊwaterÊflow. Þ  ANNUALLY 

¨  CheckÊforÊcorrosionÊonÊfireÊprotectionÊwaterÊsupplyÊtanks. Þ  EVERYÊTWOÊ(2)ÊYEARS 

¨  InspectÊfireÊprotectionÊwaterÊtanksÊconnectedÊtoÊnon-portableÊ
waterÊsupplyÊforÊsediment. 

Þ  EVERYÊTWOÊ(2)ÊYEARS 

¨  InspectÊfireÊprotectionÊwaterÊtanksÊconnectedÊtoÊportableÊwaterÊ
supplyÊforÊsedimentÊ. 

Þ  EVERYÊFIVEÊ(5)ÊYEARS 

    

 EMERGENCY POWER SYSTEMS   

¨  CheckÊallÊcomponentsÊofÊtheÊsystem,ÊoperateÊtheÊgeneratorÊsetÊ
underÊatÊleastÊ50%ÊofÊratedÊloadÊforÊ30Êminutes. 

Þ  WEEKLY 

¨  CheckÊandÊcleanÊcrankcaseÊbreathers,ÊgovernorsÊandÊlinkagesÊ
onÊemergencyÊgenerators. 

Þ  EVERYÊSIXÊ(6)ÊMONTHS 

¨  InspectÊandÊserviceÊgeneratorÊandÊgeneratorÊset. Þ  ANNUALLY 

¨  CheckÊtorqueÊheadsÊandÊvalveÊadjustmentsÊforÊengines. Þ  EVERYÊTWOÊ(2)ÊYEARS 

¨  InspectÊandÊserviceÊinjectorÊnozzlesÊandÊvalveÊadjustmentsÊonÊ
dieselÊengines. 

Þ  EVERYÊTHREEÊ(3)ÊYEARS 

¨  CheckÊinstallationÊofÊgeneratorÊwindings. Þ  EVERYÊFIVEÊ(5)ÊYEARS 
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MAINTENANCE PROCEDURES FOR FIRE PROTECTION SYSTEMS 
 

 MEANS OF EGRESS   

¨  InspectÊallÊdoorsÊinÊfireÊseparations. Þ  MONTHLY 

¨  CheckÊallÊdoorsÊinÊfireÊseparationsÊtoÊensureÊtheyÊareÊclosed. Þ  ASÊREQUIRED 

¨  MaintainÊexitÊsignsÊtoÊensureÊtheyÊareÊclearÊandÊlegible. Þ  ASÊREQUIRED 

¨  MaintainÊexitÊlightsÊtoÊensureÊtheyÊareÊilluminatedÊandÊinÊgoodÊ
repair. 

Þ  ASÊREQUIRED 

¨  MaintainÊcorridorÊfreeÊofÊobstructions. Þ  ASÊREQUIRED 

¨  EnsureÊstreets,ÊyardsÊandÊprivateÊroadwaysÊprovidedÊforÊfireÊ
departmentÊaccessÊareÊkeptÊclean. 

Þ  ASÊREQUIRED 

    

 SERVICE EQUIPMENT, DUCTING, CHIMNEYS   

¨  CheckÊhoods,ÊfiltersÊandÊductsÊsubjectÊtoÊaccumulationÊofÊ
combustibleÊdepositsÊandÊcleanÊasÊnecessary. 

Þ  WEEKLY 

¨  InspectÊallÊfireÊdampersÊandÊfireÊstopÊflaps. Þ  ANNUALLY 

¨  InspectÊchimneys,ÊfluesÊandÊflueÊpipesÊandÊcleanÊasÊnecessary. Þ  ANNUALLY 

¨  InspectÊdisconnectÊswitchÊforÊmechanicalÊairÊconditioningÊandÊ
ventilation. 

Þ  ANNUALLY 

¨  CleanÊincineratorÊsparkÊarrestors. Þ  ANNUALLY 

¨  CleanÊlintÊtrapsÊinÊlaundryÊequipment. Þ  ASÊREQUIRED 
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FIRE PROTECTION MEASURES 
 

BriefÊ descriptionsÊ ofÊ aÊ numberÊ ofÊ fireÊ protectionÊmeasuresÊ whichÊ areÊ presentÊ inÊ thisÊ
buildingÊfollow: 
 
Fire Alarm Systems 
 
TheÊpurposeÊofÊaÊfireÊalarmÊsystemÊisÊtoÊalertÊallÊtheÊoccupantsÊofÊtheÊbuildingÊthatÊaÊfireÊ
emergencyÊexists,Ê soÊ thatÊoccupantsÊmayÊputÊ intoÊpracticeÊ theÊmeasuresÊ requiredÊbyÊ
theÊfireÊsafetyÊplan.ÊAllÊfireÊalarmÊsystemsÊshallÊbeÊmaintainedÊinÊfullÊoperatingÊconditionÊ
atÊallÊtimes.ÊAÊsingleÊstageÊsystemÊsoundsÊaÊgeneralÊalarmÊthroughoutÊtheÊfacilityÊthatÊ
mayÊrequireÊtotalÊevacuationÊofÊtheÊbuilding.ÊOperationÊofÊtheÊfireÊalarmÊisÊactivatedÊbyÊaÊ
manualÊpullÊstation,ÊheatÊdetectorÊorÊsmokeÊdetector. 
 
Exit  
 
AnÊexitÊ isÊ thatÊpartÊofÊaÊmeansÊofÊegressÊ thatÊ leadsÊ fromÊ theÊ floorÊareaÊ itÊservesÊ toÊaÊ
publicÊ thoroughfareÊ orÊ toÊ anÊ approvedÊ openÊ space.Ê Walls,Ê floors,Ê orÊ otherÊ meansÊ
provideÊaÊprotectedÊpathÊnecessaryÊforÊoccupantsÊtoÊproceedÊwithÊreasonableÊsafetyÊtoÊ
aÊplaceÊofÊ refuge.ÊVerticalÊ shaftsÊaccessedÊ fromÊaboveÊorÊbelowÊgradeÊareÊprotectedÊ
fromÊ theÊ remainderÊ ofÊ theÊ buildingÊ providedÊ theÊ doorsÊ leadingÊ toÊ theÊ shaftÊ areÊ keptÊ
closed. 
 
Fire Department Access 
 
FireÊdepartmentÊaccessÊallowsÊ fireÊ fightersÊandÊ theirÊequipmentÊ toÊgainÊaccessÊ toÊ theÊ
building.ÊVehiclesÊparkedÊinÊaÊfireÊroute,ÊexcessiveÊvegetation,ÊsnowÊandÊotherÊformsÊofÊ
obstructionsÊ toÊ accessÊ routes,Ê fireÊ hydrantsÊ andÊ fireÊ departmentÊ connectionsÊ areÊ notÊ
permittedÊbyÊtheÊfireÊcode.ÊMaintainingÊfireÊdepartmentÊaccessÊisÊanÊongoingÊmatter.ÊInÊ
addition,Ê accessÊ intoÊ aÊ buildingÊ requiresÊ considerationÊ (e.g.Ê withÊ aÊ keyÊ box,Ê throughÊ
preplanning,Êetc.) 
 
Portable Fire Extinguishers 
 
PortableÊ fireÊ extinguishersÊ areÊ intendedÊ asÊ aÊ firstÊ aidÊ measureÊ toÊ copeÊ withÊ firesÊ ofÊÊÊ
limitedÊsize.ÊTheÊbasicÊtypesÊofÊfireÊareÊclassesÊ(A),Ê(B),Ê(C).ÊPortableÊextinguishersÊareÊ
ratedÊforÊtheÊcorrespondingÊclassesÊofÊfire. 
 
Emergency Lighting 
 
EmergencyÊLightingÊensuresÊthatÊexits,ÊcorridorsÊandÊprincipalÊroutesÊprovidingÊaccessÊ
toÊexitsÊareÊilluminatedÊinÊtheÊeventÊofÊlossÊofÊpower. 
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ALTERNATE MEASURES FOR OCCUPANT FIRE SAFETY 
 

InÊtheÊeventÊofÊanyÊshutdownÊofÊfireÊprotectionÊequipmentÊandÊsystemsÊorÊpartÊthereof,Ê
theÊfireÊdepartmentÊandÊoccupantsÊwillÊbeÊnotifiedÊandÊinstructionsÊwillÊbeÊpostedÊasÊtoÊ
alternativeÊprovisionsÊorÊactionsÊtoÊbeÊtakenÊinÊcaseÊofÊanÊemergency.ÊTheseÊprovisionsÊ
andÊactionsÊmustÊbeÊacceptableÊtoÊtheÊchiefÊfireÊofficial. 
 
 
Fire Alarm Shutdown 
 

InÊtheÊeventÊofÊaÊshutdownÊofÊtheÊfireÊalarmÊsystem,ÊtheÊWaterlooÊFireÊDepartmentÊwillÊ
beÊnotifiedÊbyÊ callingÊ741–2494.Ê IfÊ theÊ fireÊalarmÊsystemÊ isÊmonitored,Ê theÊmonitoringÊ
companyÊmustÊbeÊnotified.ÊTheyÊmustÊbeÊinformedÊofÊtheÊextentÊandÊexpectedÊdurationÊ
ofÊ theÊ shutdown.Ê TheyÊ mustÊ alsoÊ beÊ informedÊ immediatelyÊ uponÊ reactivationÊ ofÊ theÊ
system. 
 
AllÊoccupantsÊwillÊbeÊnotifiedÊbyÊpostingÊnoticesÊdescribingÊ theÊworkÊbeingÊperformed,Ê
theÊareasÊeffectedÊandÊtheÊdurationÊofÊtheÊworkÊtoÊbeÊperformed. 
 
OccupantsÊwillÊbeÊinstructedÊtoÊadviseÊtheÊWaterlooÊFireÊDepartmentÊimmediatelyÊviaÊ 
9-1-1ÊofÊanyÊfireÊsituationÊandÊtoÊwarnÊotherÊoccupantsÊofÊimminentÊdangerÊverbally. 
 
NOTE: All shutdowns will be confined to as limited an area and duration as  
  possible. During the shutdown of the fire protection equipment the  
  property manager will provide personnel to patrol all unprotected  
  areas every hour until such time as the system is again operational.   
  Persons performing the patrol will complete the Fire Watch    
 Inspection Report (Appendix F). 
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FIRE SAFETY SCHEMATIC PLANS 
 

Fire Safety Schematic Plans 
 
AÊFireÊSafetyÊSchematicÊPlanÊisÊtheÊphysicalÊrepresentationÊofÊtheÊbuilding’sÊfloorÊplansÊ
withÊallÊfireÊsafetyÊrelatedÊinformationÊincluded.ÊIncludedÊinÊaÊfireÊsafetyÊschematicÊisÊallÊ
meansÊofÊegress,ÊlocationÊofÊfireÊactivationÊandÊfireÊfightingÊequipment.ÊAÊprofessionallyÊ
preparedÊschematicÊpackageÊwillÊalsoÊincludeÊ“youÊareÊhere”ÊlocatorsÊtoÊhelpÊaidÊinÊtheÊ
recognitionÊofÊ relativeÊposition.Ê ÊAdditionalÊ itemsÊsuchÊasÊextraÊhazardsÊandÊresponseÊ
directionsÊareÊusuallyÊincludedÊinÊtheÊdesigningÊofÊaÊfireÊsafetyÊschematicÊplan. 
 
EachÊfireÊsafetyÊschematicÊplanÊ isÊuniquelyÊcreatedÊtoÊcorrespondÊtoÊ individualÊdesignÊ
andÊlayoutÊofÊeachÊindividualÊbuilding.ÊÊ 
 
TheÊdesignÊofÊ theÊbelowÊrepresentativeÊ fireÊsafetyÊschematicÊplanÊ isÊpreparedÊ inÊhighÊ
resolutionÊcolourÊtoÊaidÊinÊtheÊreadabilityÊandÊrecognitionÊÊofÊtheÊinformationÊcontainedÊinÊ
theÊfireÊsafetyÊschematicÊplan. 
 

DOWN 

DOWN 

FigureÊ1:ÊScaledÊSimplifiedÊFireÊSafetyÊSchematicÊPlan 
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SHARPE FIRE & LIFE SAFETY INC. 
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1. Leave fire area immediately and close doors. 

2. Sound fire alarm. 

3. Leave building via the nearest exit. 

4. Call Waterloo Fire Department 9 – 1 – 1 

1. Leave building via the nearest exit. 

2. Close doors behind you. 

If you encounter smoke in the stairway 
USE AN ALTERNATE EXIT 
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1. Leave fire area immediately and close doors. 

2. Sound fire alarm. 

3. Leave building via the nearest exit. 

4. Call Waterloo Fire Department 9 – 1 – 1 

1. Leave building via the nearest exit. 

2. Close doors behind you. 

If you encounter smoke in the stairway 
USE AN ALTERNATE EXIT 
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LIST OF NON-AMBULATORY OCCUPANTS 
 

LOCATION NAME REASON 

Sample – Room 104 B. Sample Wheelchair 
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LIST OF NON-AMBULATORY OCCUPANTS 
 

LOCATION NAME REASON 
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INSTRUCTIONS TO TRANSPORT PERSONS REQUIRING ASSISTANCE 
VIA THE STAIRWELLS (IF REQUIRED) 

UnderÊnormalÊcircumstances,ÊpersonsÊwhoÊrequireÊassistanceÊshouldÊbeÊevacuatedÊviaÊ
rampÊorÊleftÊbesidesÊtheÊelevatorÊunderÊtheÊsupervisionÊofÊaÊrescuerÊuntilÊsuchÊtimeÊasÊ
theÊ FireÊ DepartmentÊ canÊ effectÊ aÊ rescueÊ viaÊ theÊ elevators.Ê ButÊ underÊ someÊ
circumstances,Ê itÊ mayÊ beÊ lifeÊ threateningÊ forÊ thatÊ personÊ toÊ remainÊ onÊ thatÊ floor,Ê
awaitingÊFireÊDepartmentÊrescue.ÊEvacuationÊmayÊbeÊtoÊanÊareaÊofÊrefuge.ÊUnderÊtheseÊ
circumstances,ÊtheÊpersonÊrequiringÊassistanceÊmustÊbeÊtransportedÊviaÊtheÊstairsÊtoÊtheÊ
exterior.ÊTheÊfollowingÊareÊexamplesÊofÊsomeÊtechniquesÊthatÊmayÊbeÊusedÊtoÊtransportÊ
aÊpersonÊviaÊstairwellsÊwhereÊrampsÊareÊinaccessible. 
 
THE BACK LIFT 
 
TheÊrescuerÊwouldÊkneelÊatÊtheÊfrontÊofÊtheÊpersonÊandÊplaceÊtheÊperson’sÊarmÊupÊandÊ
overÊ theÊ rescuer’sÊ shoulderÊ andÊ acrossÊ his/herÊ chest.Ê TheÊ rescuerÊ wouldÊ thenÊ leanÊ
forwardÊbeforeÊraisingÊslowly,ÊtoÊaÊfullÊstandingÊposition. 
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INSTRUCTIONS TO TRANSPORT PERSONS REQUIRING ASSISTANCE 
VIA THE STAIRWELLS (IF REQUIRED) 

THE RESCUER SEAT CARRY 
 
TheÊ rescuer’sÊ positionÊ themselvesÊ nextÊ toÊ theÊ wheelchairÊ (orÊ besideÊ theÊ person)Ê inÊ
orderÊtoÊgraspÊeachÊother’sÊupperÊarmÊorÊshoulderÊasÊperÊillustrationÊ#Ê2.ÊÊTheÊpersonÊ
beingÊ assistedÊ wouldÊ placeÊ his/herÊ armsÊ firmlyÊ aroundÊ bothÊ rescuer’sÊ necksÊ asÊ perÊ
illustrationÊ#Ê3.ÊTheÊ twoÊrescuersÊwouldÊ thenÊ leanÊforwardÊplacingÊ theÊfreeÊarmÊunderÊ
theÊindividual’sÊlegs,ÊfirmlyÊgraspingÊeachÊother’sÊwristsÊasÊperÊillustrationsÊ#Ê4ÊandÊ#Ê5.Ê
WorkingÊtogether,ÊbothÊrescuersÊlift,ÊusingÊlegs,ÊthenÊcarefullyÊsteppingÊforward. 

ILLUSTRATION # 2 ILLUSTRATION # 3 

ILLUSTRATION # 4 ILLUSTRATION # 5 
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INSTRUCTIONS TO TRANSPORT PERSONS REQUIRING ASSISTANCE 
VIA THE STAIRWELLS (IF REQUIRED) 

TWO RESCUER EXTREMITIES CARRY 
 
TheÊpersonÊbeingÊassistedÊwouldÊbeÊplacedÊinÊtheÊstairwellÊlanding.ÊOneÊrescuerÊwouldÊ
liftÊ atÊ theÊ legs,Ê underÊ theÊ knees,Ê whileÊ theÊ otherÊ wouldÊ liftÊ underÊ theÊ shouldersÊ withÊ
fingersÊ lockedÊ acrossÊ theÊ individual’sÊ chest.Ê RescuersÊ withÊ backsÊ erect,Ê wouldÊ liftÊ
together,ÊraisingÊslowlyÊtoÊaÊstandingÊposition. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: It is important to communicate with Supervisory Staff concerning  
  your attempt to transport the individual down a stairwell.  
  Supervisory Staff will then be able to redirect stairwell traffic to the  
  other stairwell while you transport, so as to avoid stairwell  
  congestion. 
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FIRE ALARM INCIDENT REPORT 
 

Page 1 of 2 

COMPLETE THIS FORM BEFORE RESETTING THE FIRE ALARM SYSTEM 

DATE:  TIME:  

 FIRE ALARM CONDITION   

 ALARM  
ZONE(S) ACTIVATED: 

  

 1.   

 2.   

 3.   

 4.   

 5.   

 SUPERVISORY  
CONDITION 

  

 SUPERVISORY 
ZONE(S) ACTIVATED: 

  

 1.   

 2.   

 3.   

 4.   

 5.   

 TROUBLE CONDITION   

 TROUBLE INDICATORS 
ILLUMINATED: 

  

 1.   

 2.   

 3.   

 4.   

 5.   
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COMPLETE THIS FORM AFTER RETURNING TO DAY CARE FACILITY 

DATE:  TIME:  

EVIDENCE FOR CAUSE OF FIRE ALARM  

        FIRE CONDITION HIGH HUMIDITY 

        HIGH TEMPERATURE IN AREA PHYSICAL DAMAGE 

        SMELL OF SMOKE VANDALISM EVENT 

        NOTICEABLE ODOUR MAINTENANCE IN AREA 

        CONSTRUCTION IN AREA OPEN  EXTERIOR DOOR 

        OTHER  

ADDITIONAL INFORMATION  

  

  

  

  

  

  

  

  

  

  

  

NAME: (PRINT) SIGNATURE: 
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FIRE DRILL REPORT 
 

 

DATE:  TIME:  

NAME:  POSITION:  

Were Alarm Signals Heard Adequately ? YES NO 

Did You Observe Any Panic ? YES NO 

Did Occupants Respond Favourably to the Drill ? YES NO 

Did Occupants Respond in Accordance with the Fire Safety Plan ? YES NO 

What Was Your Location When the Alarm Sounded ? 

 

 

Deficiencies Noted: 

 

 

 

 

 

 

General Comments: 

 

 

 

 

 

 

SIGNATURE: 
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FIRE WATCH INSPECTION FORM 
 

TIME OK PROBLEM TIME OK PROBLEM 

0030   1230   

0100   1300   

0130   1330   

0200   1400   

0230   1430   

0300   1500   

0330   1530   

0400   1600   

0430   1630   

0500   1700   

0530   1730   

0600   1800   

0630   1830   

0700   1900   

0730   1930   

0800   2000   

0830   2030   

0900   2100   

0930   2130   

1000   2200   

1030   2230   

1100   2300   

1130   2330   

1200   2400   

TIME OF FIRE ALARM MALFUNCTION OR DISARMING ___ / ___ / ___         ___ : ___  

     POWER FAILURE      TURNED OFF BY MAINTENANCE 
     UNKNOWN      TURNED OFF BY FIRE DEPT. 

Inspections Performed by:  

PROBLEM REPORTED TO:      Maintenance       Fire Dept      Other 
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