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EMERGENCY PLAN

PURPOSE:

1. The purpose of the emergency plan is to provide for an organized means of protecting Residents and Staff in the event of fire or other internal disaster.

2. To promote the speedy, efficient evacuation of Residents and Staff in the event of unusual circumstances affecting the normal maintenance of the Home.

PLANNING COMMITTEE WILL BE:


The members of the Senior Management Team and WBSCH OH&S.
GENERAL POLICIES:

1. The nurse in charge shall declare all of this plan operative and be in charge until the arrival of the Executive Director /designate/or the Fire Chief/designate.
2. This plan will be reviewed by the Planning Committee not less than once a year and revised as necessary.

3. Fire drills will be held routinely and a record kept accordingly. Also a record of staff participating in the drill will be kept.

4. Information and news releases shall be the sole responsibility of the Executive Director.

5. Off duty personnel shall be recalled at the discretion of the Executive Director, refer to Emergency Fan Out documentation (section 8)

6. All Fire fighting equipment shall be inspected, serviced and maintained in accordance to the manufacturer’s recommendation and a written record maintained.

7. This plan is designed to cope with an INTERNAL DISASTER, and therefore, provides for the removal of residents, visitors and staff from the home ONLY in the event evacuation becomes necessary.

8. Residents will be evacuated on instructions from the Executive Director or the Fire Chief or their designates.

COMMAND POST:
In the event of a fire, the Reception area (during business hours) or the Nurse’s station (after business hours) or other designated area becomes the command post. 

THE SALVATION ARMY

WILLIAM BOOTH SPECIAL CARE HOME 

FIRE PLAN
Located throughout the WBSCH are sensitive “Smoke Detectors” and “Heat Detectors” which when activated automatically sound the fire bells and close all the smoke barrier doors (fire doors) within the facility.  

In addition to the smoke and heat detectors, there are also fire pull stations located at various strategic points throughout the building.  When pulled, the fire bells will sound throughout the building.  After 5 minutes, if the fire bells continue, the alarm sound will change to become louder and more rings/second indicating potential of external evacuation.    

Smoke barrier doors (fire doors) are permitted to remain in the open position and are held open by magnetic door holders.  When the fire alarm is operated, the magnetically controlled smoke barrier doors automatically close.  During a fire, you must ensure that the smoke barrier doors do close, and that they remain closed until the “CODE RED ALL CLEAR” signal is given.  

Smoke barrier doors (fire doors) are designed to prevent or slow the spread of a fire condition.  Smoke barrier doors are effective only when closed.   Only for emergency purposes should personnel be entering and exiting through these smoke barrier doors. 

When the fire alarm is operated the:

· air circulation system shuts down.  

· north and south stairwell doors automatically unlock.  

· wander guard system is neutralized (front entrance and Hunt lounge).

In the fire zone area, To contain the fire, all room windows and doors should be closed.  Room doors are specifically designed to control the spread of fire for a rated period of time (e.g.: 30 – 40 minutes).  

1. The Fire Alarm System can be activated by:

· Fire Pull Station (Manual)

· Located directly below red indicator (bubble) light in corridors, near stairwells, exits, and Nursing Stations

· Smoke Detectors (Automatic)

· Activated by smoke

· Located in the ceilings of rooms including resident rooms

· Heat Detectors (Automatic)

· Activated by heat

· Located in boiler room & basement hallway

· Water Sprinklers (Automatic)

· Activated by heat

· Located in the ceilings of rooms, including resident rooms and corridors.  At a high temperature, a valve is released causing water to flow.

· Building wide including crawlspace.

2. Securtec (1-800-665-3591)
· The fire vigilance system is monitored by Securtec.  When there is a trouble alarm/fire alarm, Securtec will phone WBSCH to confirm the validity of the alarm and the need for Securtec to contact the Fire Department.  Securtec will identify themselves as the “Monitoring Center” and will ask for the account number (1188) and the password (BOOTH).

· Securtec is responsible for notifying the Fire Department.

3. Fire Alert:

· The annunciator panels will identify the location and the type of mechanism that activated the system (fire pull station, smoke detector, heat detector, water sprinkler).  
· The three annunciator panels are located at :

· Reception (front entrance)
· Balfour nursing station

· Hunt nursing station.  

4. Fire Fighting Equipment

· Automatic overhead water sprinklers

· Portable CO2 Extinguishers are located in kitchen and mechanical rooms
· Portable Class ABC Extinguishers – this is a multi purpose dry chemical extinguisher that is able to extinguish most types of fires (wood, paper, cloth, flammable liquid, electrical)

5. Location of Portable Class ABC Fire Extinguishers Cabinets

· Balfour east hallway

· Grace Hospice hallway

· Hunt east hallway

· Hunt west hallway

· Front entrance

· Eventide hallway

· Kitchen (under hand washing sink)

· Day Program Area

· Newton hallway

6. How to operate a Portable Class ABC Extinguisher - PASS
· Hold extinguisher upright

· PULL the safety pin

· AIM the extinguisher nozzle (horn or hose) at the base of the fire

· SQUEEZE or press the handle

· SWEEP from side to side at the base of the fire.  Discharge the contents of the extinguisher.  Most extinguishers have a range of 30 – 50 feet, so it is not necessary to stand too close, and risk injury  

7. Emergency equipment located in the fire extinguisher cabinets (equipment to be used only in an emergency)

· Fire blanket

· Extension cord

· Flashlight (wind-up)
· Scissors

· Airway (CPR mask)

8. How to use a FIRE BLANKET:

· The purpose of a fire blanket is to smother the fire and prevent further injury to the individual (stop, drop, and roll).  

· Remove fire blanket from the holder

· Wrap fire blanket around the individual 

· As possible have the individual drop to the floor and roll  

9. How to silence fire alarm/bells

· This is to be done only when there is no fire present and the all clear has been given.  At the annunciator panel

· Press GLOBAL ACKNOWLEDGEMENT, wait ten seconds 

· Press SILENCE, wait until alarm/bells quit

· When alarm/bells quit, press RESET

Fire Prevention

1. It is each employee’s responsibility to be alert and watchful regarding fire hazards.  Report fire hazards to your Supervisor/Nurse in charge.

2. Take seriously the smell of smoke, even if you have investigated and found no evidence of a fire hazard.  Report the smell of smoke to your Supervisor/Nurse in charge.

3. Keep all smoke barrier doors (fire doors) unobstructed at all times. 

· Stairwell doors must not be prevented from closing at any time (e.g. wooden wedge).

· Keep exit doors clear and unlocked

4. Practice good housekeeping.  

· Do not block hallways
· Observe “No Parking Areas” signage in hallways/corridors

· Do not obscure view of Fire Alarm Pull stations with carts or equipment 

5. Be knowledgeable regarding the location and operation of all fire fighting equipment and fire exits in your area. If there is any question that fire protection equipment may have been tampered with, report this to your Supervisor immediately.

6. Fire prevention means that all employees shall:

· Enforce the no smoking policy (no cigarettes, lighters, or matches are to be kept in resident rooms)

· Practice good housekeeping

· Use proper receptacles for waste materials

· Follow precautions when using

· oxygen

· flammable liquids

· not shield electric light bulbs with cloth, paper or other flammable material

· report defective or faulty equipment and supplies:

· equipment that feels hotter to touch than usual during operation

· frayed or pinched electric cords

· warning lights or signals that are non functional;

· equipment that needs cleaning or replacement, grease, corrosion, etc.

IN THE EVENT OF FIRE / SMOKE IN AN AREA

1. All staff are to return to their assigned work area/designated area when a CODE RED is announced.

2. The smoke detectors, heat detectors, or sprinkle system may have activated the alarm, so the location of the fire needs to be identified.   Check the annunciator panel to identify the location of the fire.  The three annunciator panels are located at: 
•
Reception (front entrance)

•
Balfour nursing station

•
Hunt nursing station

3. The RN/RPN in the Fire Zone Area is the designated Charge Person and is responsible to direct the Unit staff until the fire department arrives.  

· If the fire is in the Day Program area, the Day Program Co-ordinator is the designated Charge Person.  When the Day Program Co-ordinator is not in the building, the Newton RN/RPN is the designated Charge Person.  

· If the fire is in kitchen, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the Lead Cook is the designated Charge Person.  

· If the fire is in laundry, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the LTC RN/RPN is the designated Charge Person.

4. The Charge Person will:

· Check the annunciator panel for the exact location of the fire (there are three annunciator panels located at
· Reception (front entrance)

· Balfour nursing station
· Hunt nursing station   

· designate one staff to assume the responsibilities of the Fire Warden (LPN, Unit clerk etc): 

· during office hours (Monday – Friday, 0830 - 1700), the Fire Warden is responsible to immediately contact the Command Post (Reception, extension 221) to confirm the location of the fire, and fire details (i.e.:  fire in waste paper basket, smoke in area).

· outside of office hours (before 0830, after 1700, weekends, holidays), the Fire Warden is responsible to:

·  communicate with Securtec (fire vigilance system)

· announce the location of the fire three times over the public address system.

· direct staff to implement RACE 
* RACE begins at the location of the fire as indicated on annunciator panel 

* Remove those in immediate danger

* Activate  fire alarm

* Contain the fire  

* try to extinguish or control fire

* close windows, close doors, tag doors to indicate if room occupied or vacant

* Evacuation preparedness 

* instruct the Fire Warden to phone the Command Center (intercom 221) for additional personnel if required to come to the Fire Zone Area (outside of office hours, use the public address system to request additional personnel if required to come to the Fire Zone Area)  
* Remain in the fire zone area until the CODE RED ALL CLEAR has been announced three times over the public address system. (page 00)
5. The Fire Warden (under the direction of the Charge Person) is responsible to:

* If not already done, check annunciator panel to determine the exact location of the fire (fire zone area).

* Report to fire zone area and stay at the telephone. 

* Responsible to answer telephone in fire zone area and relay messages.

* Upon the direction of the Charge Person:

* Contact Command Post to confirm/give location of the fire, and fire details.

* during office hours (Monday – Friday, 0830 - 1700), the Fire Warden is responsible to immediately contact the Command Post (Reception, extension 221) to confirm location of the fire and fire details.

* outside of office hours (before 0830, after 1700, weekends, holidays), the Fire Warden is responsible to communicate the validity of the fire alarm with Securtec (account number 1188, password BOOTH).  Securtec is responsible to notify the Fire Department.  
* outside of office hours, announce CODE RED and give exact location of fire, three times over the public address system (page 00). 

* As needed, telephone the Command Center (intercom 221) to request additional personnel to come to the Fire Zone area (outside of office hours, use the telephone to PAGE (page 00) for additional personnel to come to the Fire Zone area)
* telephone the Command Center (intercom 221) to relay the message all clear (the fire has been extinguished) (outside of office hours, announce CODE RED ALL CLEAR, three times over the public address system). 

* once the fire alarm system has activated, Securtec (WBSCH’s fire vigilance system) will telephone WBSCH to confirm the validity of the alarm and the need for Securtec to contact the Fire Department. Securtec will identify themselves as the “Monitoring Center” and will ask for the account number (1188) and the password (BOOTH).

* During office hours, the Command Center (reception) will communicate with Securtec (outside office hours, the Fire Warden is responsible to communicate the validity of the fire alarm with Securtec (account number 1188, password BOOTH).  Securtec is responsible to notify the Fire Department.
* Remain at fire zone area telephone until the CODE RED ALL CLEAR has been announced three times over public address system.

* Remain calm; reassure residents and visitors that the situation is under control.

6. Staff assigned to the fire zone area, under the direction of the Charge Person, will implement RACE

R= Remove resident(s) in immediate danger

A= Activate fire alarm

C= Contain the fire

E= Evacuation preparedness 

R = Remove resident(s) in immediate danger:

* As safely as possible, remove any resident in close proximity to fire or smoke from immediate danger.  

* If the fire/smoke is in a resident’s room, remove the resident from the room. 

· If the fire/smoke is in a room with a shared bathroom, remove both residents from the adjoining rooms.

· If the fire/smoke is in a resident’s room, close the window and close room door.

· EVACUCHEK  closed door(s): 

· A closed door with the Evacuchek not opened (white), indicates that the room is not vacant or has not been checked.  

· A closed door with the Evacuchek opened (yellow and indicating vacant), indicates that the room and bathroom has been checked AND the room is vacant 
A = Activate fire alarm:

· If fire alarm not yet activated, pull the alarm at the nearest fire pull station.  
· Announce CODE RED to your co-workers

C = Contain the fire 

· If safe to enter room, try to extinguish or contain the fire using a portable class ABC extinguisher (i.e.: fire in waste paper basket).

· If it is not safe to enter the room, close and Evacuchek tag the door to contain the fire/smoke.  UNDER NO CIRCUMSTANCES SHALL THIS DOOR BE REOPENED BECAUSE OF RISK OF FLASHOVER. 

· If the fire/smoke is in a room with a closed door, DO NOT OPEN DOOR:

· First determine the risk of opening door by touching the door with back of hand, near the top.  If the door is warm to the touch DO NOT OPEN DOOR BECAUSE OF RISK OF FLASHOVER.
· If safe to open door and enter room, go in on hands and knees, and remove occupant from room.

· Remember, trained fire fighters will be on the scene within minutes. 

· Work with a buddy – never go alone 
· In the fire zone area:

· Begin at rooms on either side and across the hall from the fire,

    working away from the fire.  

· close window in room

· check the bathroom is clear

· EVACUCHEK  and close door: 

· A closed door with the tag not opened (white), indicates that the room is not vacant or has not been checked.  

· A closed door with the tag opened (yellow and indicating vacant), indicates that the room has been checked AND the room is vacant (search each bathroom/adjoining bathroom to ensure room is vacant).  Never assume a room is vacant.

· Once the closed door is tagged (yellow and indicating vacant), and then the door is opened, the tag will close (return to white) indicating the room is not vacant or has not been checked.   

· Turn off equipment that might spread fire (e.g.: oxygen tanks, piped-in oxygen at Hospice nursing station).

· Clear corridors and exit routes of carts, wheelchairs, etc.

· Reassure residents, volunteers and visitors.  Request residents remain in their rooms/lounge.  Request volunteers and visitors remain with the residents.  (During CODE RED volunteers are classified as visitors.)

E = Evacuation Preparedness

· Staff need to prepare for the potential of an:

· STEP I Emergency Internal Evacuation 

· STEP II Emergency Lateral Evacuation

· STEP III Emergency Evacuation outside WBSCH

7. Staff assigned to work in areas outside the Fire Zone Area shall:

· Return to assigned work area when CODE RED is announced

· Immediately search areas above, below, and adjacent to the fire zone area for possible fire spread. Continue to monitor the area.

· Ensure all smoke barrier doors (fire doors) are closed.

· Ensure the corridor lights are on.

· Reassure residents, volunteers and visitors.  Direct residents to remain in their rooms / lounge.  Direct volunteers and visitors remain with the residents.  (During CODE RED volunteers are classified as visitors.)

• DO NOT:
· Panic or shout “fire”

· Use the elevators unless directed

· Use the telephone unless directed.  Immediately terminate calls at the first sound of the alarm.  

· Open doors without first feeling for warmth

· Leave your work area unless directed

8. LTC (Hunt & Balfour) will deploy 2 staff to provide assistance in Fire Zone Area (Newton, Day Program, and Hospice).
FIRE ANNUNCIATOR PANEL

BUILDING ZONES

ZONE ONE


BASEMENT

ZONE TWO


ELEVATOR PIT & SHAFT

ZONE THREE
MAIN FLOOR, SUPPORT SERVICE OFFICE, MAIN OFFICES

ZONE FOUR


KITCHEN HOOD

ZONE FIVE


CORRIDOR BY STAIR #2





MAIN HALLWAY BY STAFF ENTRANCE

ZONE SIX


WEST STAIRS # 2 TO THE BASEMENT

ZONE SEVEN

B2 HUNT WEST WING ROOMS

ZONE EIGHT


B2 HUNT WEST WING

ZONE NINE


B2 HUNT EAST WING ROOMS

ZONE TEN


B2 HUNT WING EAST

ZONE ELEVEN

B3 NEWTON WING ROOMS

ZONE TWELVE

B3 NEWTON WING

ZONE THIRTEEN

CORRIDOR TO STAIRS #1 SOUTH STAIRS

ZONE FOURTEEN

#1 SOUTH STAIRS

ZONE FIFTEEN

CRAWL SPACE NEWTON

ZONE SIXTEEN

BALFOUR EAST WING

ZONE SEVENTEEN
BALFOUR EAST ROOMS INCLUDES CCC OFFICE


ZONE EIGHTEEN
BALFOUR LOUNGE & DINING ROOM, CHAPLIN OFFICE, BALFOUR CONFERENCE ROOM

ZONE NINETEEN
BALFOUR WEST CORRIDOR

ZONE TWENTY
BALFOUR WEST ROOMS

ZONE TWENTY ONE
GENERATOR BUILDING

ZONE TWENTY TWO
SPINKLER SYSTEMS


SPINKLER BASEMENT


SPRINKLER MAIN

ZONE TWENTY THREE
GLYCOL LOOP

EVACUCHEK

EVACUCHEK and close all doors: 

· A closed door with the tag opened (yellow and indicating vacant), indicates that the room has been checked AND the room is vacant (bathroom/adjoining bathroom, closet searched).  

· ROOM CHECK (SHARED BATHROOM) Check door for heat.  If safe, enter room and check for occupants, close windows, and shut off oxygen if not in use.  Enter shared bathroom, and check.  Exit through adjoining room after checking for occupants.  Close window(s).  Close and tag both room doors appropriately.  Proceed through the wing until all rooms are checked and tagged.  Never assume a room/bathroom is vacant without a thorough check.

· ROOM CHECK (PRIVATE BATH) Check door for heat.  If safe, enter room and check for occupants, close windows, and shut off oxygen if not in use.  Check bathroom.  Close and tag room door appropriately.  Never assume a room is vacant, or occupied by the resident only without a thorough check.  Proceed through the wing until all rooms are checked & tagged.  Never assume a room/bathroom is vacant without a thorough check.
· Once a closed door is tagged (yellow and indicating vacant), and then the door is opened, the tag will close (return to white) indicating the room is not vacant or has not been checked.
EVACUSLED
Beds can be moved through Balfour and Hospice room doors. Beds cannot be moved through room doors on Newton and Hunt.

An EVACUSLED is positioned under the mattress to facilitate the horizontal removal of a resident lying on their mattress.


To use the EVACUSLED:

1. In resident room, clear evacuation route. Move bed away from wall. Lower bed. Lock the bed brakes.

2. Reassure resident. Cocoon resident with bed linens.

3. At the head end of bed, locate and pull orange cord straight up with a quick tug. Ensure white cords are free and clear of mattress corners to properly deploy head cover. Head cover is completely deployed when folded orange handle is visible. Extend and flatten head cover over resident.

4. Go to foot of bed, locate and pull orange cord straight up with a quick tug. Ease white cord around each mattress corner. Pull foot cover up and match up head and foot cover at Velcro tabs.

5. Pull down on cord by each of 4 self locking cleats to secure resident into the sled. Tighten black toggles (1 per cleat). Go to other side of bed and repeat this step to tighten the cords on the other side of the Evacusled.

6. Go to the side of the bed you are evacuating the resident to (evacuation route) and grasp the two carry handles (palms up). With front knee bent, lean all your body weight forward, and then rock all body weight backward pulling foot end of sled to the floor in one quick nonstop sweeping motion. With foot end of mattress on floor at 45 – degree angle gently guide head of mattress to floor.

7. Evacuate from foot end of sled. With knees bent and straight back, use orange towing cord to raise up foot of mattress from floor. This allows sled to roll on its wheels. Pull the resident down the hall to exit to a safe location. Use the sled’s braking system to control speed and direction (by lowering the foot end of sled which has no wheels).

8. Stairs – pull sled down the stairs. Keep two steps between yourself and the foot of the sled. Pull the sled until it starts to roll down the stairs. Continue down the stairs and exit to a safe location. Use the sled’s braking system to control speed and direction (by lowering the foot end of sled which has no wheels).
CODE RED SPECIFIC DUTIES

ADMINISTRATIVE ASSISTANT

(If filling in for Reception, follow reception duties)

The administrative assistant shall:

1. At the first sound of alarm, report to the location of the fire (fire zone area).

2. Under the direction of  Charge Person begin Race:

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness

3. Never enter a fire area alone.  ALWAYS work in pairs.

4. Remain on scene until “CODE RED ALL CLEAR” has been given. 

CODE RED SPECIFIC DUTIES

BUSINESS MANAGER

The Business Manager shall:

1. At first sound of alarm, report to Command Center.

2. Secure all monies and valuable papers, and await instructions. If fire is in office, do not enter until advised it is safe to do so by the Fire Chief.  If it is safe to enter, all monies and valuable papers are to be removed to the safe area and kept in the possession of the Business Manager until the “All Clear” is announced.

3. Assume responsibility for Command Center (Reception) if receptionist is absent or incapacitated.    

4. Attendance and resident locations will be called into your extension (intercom 224), record all information, and relay as necessary.

5. Assist at Command Center (Reception) by controlling entrance or existing of visitor/resident traffic. 

6. Remain in reception area until “CODE RED ALL CLEAR” has been given.   
CODE RED SPECIFIC DUTIES

CHAPLAIN
The Chaplain shall:

1. At the first sound of alarm, report to Command Center (reception).  

2. Assist at Command Center (reception) by controlling entrance or existing of visitor/resident traffic. 

3. Remain on scene until “CODE RED ALL CLEAR” has been given.   

CODE RED SPECIFIC DUTIES 

DAY PROGRAM STAFF

The day program staff shall:

1. At first sound of alarm, return to day program area, and await further instruction regarding fire condition.

2. If in activity stay with clients, offer reassurance, and continue activity. 

3. If bathing a client, 1 staff to remain with resident, stop bath for       potential evacuation.  

4. If the FIRE is in the Day Program area, the Day Program Co-ordinator is the designated Charge Person.  When the Day Program Co-ordinator is not in the building, the Newton RN/RPN is the designated Charge Person.  

5. If Fire is in Day Program/Activity Area/Newton under the direction of the Charge Person, assist with RACE
· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness

6. Never enter a fire area alone.  ALWAYS work in pairs.
7. Fire Warden to obtain Documentation folder/ clipboard and names of day program clients.  Advise intercom 224 of the number in participants in attendance, and the location of day program clients away from the Day Program area. 
8. Remain on scene until “CODE RED ALL CLEAR” is given.
CODE RED SPECIFIC DUTIES

DIRECTOR OF CARE/CLINICAL CARE COORDINATOR

The DOC/CCC shall:

1. At the first sound of the alarm, report to the location of the fire (fire zone area).

2. Under direction of the Charge Person begin RACE (Internal Evacuation)

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

3. Never enter a fire area alone. ALWAYS work in pairs.

4. Remain on scene until “CODE RED ALL CLEAR” has been given.  

CODE RED SPECIFIC DUTIES 

EXECUTIVE DIRECTOR

The Executive Director shall:

1. At the first sound of alarm, report to the Command Center (Reception).

2. Relay fire/occurrence information to Fire Department or Emergency services.  

3. Advise Receptionist of ongoing page information to be announced.  

4. Remain at command center and coordinate under the direction of Fire Chief the evacuation plan, or all clear notification.
5. When sufficient staff is on scene, and if the situation is such that records are (or may be) in danger, retrieve important papers from the office.  
In the absence of the Support Services Supervisor assume these duties:

1. At the first sound of alarm, report to location of fire with a fire extinguisher. 

2. As directed by Charge Person, assist with RACE:

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

3. Remain on scene until “CODE RED ALL CLEAR” has been given.

If the fire is in kitchen, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the Lead Cook is the designated Charge Person or LTC RN/RPN.  

If the fire is in laundry, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the LTC RN/RPN is the designated Charge Person.

CODE RED SPECIFIC DUTIES
FIRE WARDEN (Days) 

The Fire Warden shall:

At each Unit (Newton, Hunt, Balfour, Palliative, and ADSP) is an Emergency Response Manual and a Documentation folder/clipboard.  The Documentation clipboard includes:

· Fire Alarm Duties and Responsibilities

· Census, Ident-a-Bands and felt marking pen 

Please be familiar with the location of the Manual and clipboard, and be prepared to use in the event of a fire drill or actual emergency occurrence in the building. 
1. The Charge Person will designate a Fire Warden.  The Fire Warden is responsible to receive and communicate messages from the designated Charge Person. 

2. Remain at the Nursing station to maintain communication via telephone with the Command Center (Reception - intercom 221).

3. As directed by the Charge Person, 
· Report new information and conditions to Command Center.

4. Obtain Documentation folder/ clipboard and daily census.  

5. Page for additional staff (page 00).

6. Remain at telephone until the “CODE RED ALL CLEAR” has been given.

CODE RED SPECIFIC DUTIES
FIRE WARDEN (Evenings, Etc.) 

The Fire Warden shall:

At each Unit (Newton, Hunt, Balfour, Palliative, and ADSP) is an Emergency Response Manual and a Documentation folder/clipboard.  The Documentation clipboard includes:

· Fire Alarm Duties and Responsibilities

· Census, Ident-a-Bands and felt marking pen 

Please be familiar with the location of the Manual and clipboard, and be prepared to use in the event of a fire drill or actual emergency occurrence in the building. 
1. The Charge Person will designate a Fire Warden.  The Fire Warden is responsible to receive and communicate messages from the designated Charge Person. 

2. Remain at the Nursing station to maintain communication via telephone.

3. Obtain Documentation folder/ clipboard and daily census

4. Announce “CODE RED” with location three times over the P.A. system (page 00).

5. Communicate with Securtec 

· The fire vigilance system is monitored by Securtec.  When there is a trouble alarm/fire alarm, Securtec will phone WBSCH to confirm the validity of the alarm and the need for Securtec to contact the Fire Department.  Securtec will identify themselves as the “Monitoring Center” and will ask for the account number (1188) and the password (BOOTH).

· Securtec is responsible for notifying the Fire Department.

5. Notify Support Services Manager. The Support Service Manager will notify Executive Director, Director of Care, and Clinical Care Coordinator.  

6. As directed by the Charge Person, 

· Announce any new information and conditions over the P.A. system, page for additional staff (page 00).
7. Obtain Documentation folder/clipboard (daily census in folder).

8. Fire Warden is responsible to silence fire alarm/bells (at annunciator panel- Hunt, Balfour).

THE MOST SENIOR MANAGEMENT MEMBER PRESENT ON THE SCENE IS THE ONLY PERSON ALLOWED TO GIVE THE “ALL CLEAR” IN THE EVENT OF A FIRE DRILL.

IN THE EVENT OF AN ACTUAL OCCURENCE THIS IS THE SOLE RESPONSIBLITY OF THE FIRE CHIEF OR HIS/HER DESIGNATE. 

· This is to be done only when there is no fire present and the all clear has been given.  At the annunciator panel

· Press GLOBAL ACKNOWLEDGEMENT, wait ten seconds 

· Press SILENCE

· Announce “CODE RED ALL CLEAR” three times over the paging system (page 00).

· Press Reset
CODE RED SPECIFIC DUTIES
FOOD SERVICE STAFF

The food service staff shall:

1. At first sound of alarm, report to assigned work area, and await further instructions regarding fire condition.  

2. If during meal time, one Dietary Aide to remain in dining area to assist with supervision of residents.  DO NOT ALLOW ANY RESIDENT TO LEAVE THE AREA UNTIL INSTRUCTED TO EVACUATE BY CHARGE PERSON.  

3. If the FIRE is in kitchen, the Lead Cook / Support Services Manager evacuates all staff from the kitchen.  

4. Turn off all stoves, and electrical equipment except lights.  

5. Close windows and doors.

6. If FIRE is in the kitchen, begin internal evacuation of all residents to behind smoke barrier doors (fire doors).

7. Never enter a fire area alone.  Always work in pairs.  

8. If FIRE is not in kitchen, remain where you are, awaiting further instructions or until the “CODE RED ALL CLEAR” is given.

NOTE:

Portable Class ABC Extinguishers – this is a multi purpose dry chemical extinguisher that is able to extinguish most types of fires (wood, paper, cloth, grease, flammable liquid, electrical):

NEVER USE WATER ON GREASE, FLAMMABLE LIQUIDS, OR ELECTRICAL FIRES.   

CODE RED SPECIFIC DUTIES
HAIRDRESSER

The hairdresser shall:

1. At the first sound of alarm, report to hairdresser area, and await further instruction regarding fire condition.   

2. Turn off all equipment.

3. If resident is in salon, remain with resident and reassure.  Advise intercom 224 of the resident’s location.  

4. Await instructions regarding condition or until “CODE RED ALL CLEAR” is given.  

CODE RED SPECIFIC DUTIES
HOUSEKEEPING STAFF

The housekeeping staff shall:

1. At first sound of alarm, report to assigned area, and await further instruction regarding fire condition.  

2. In fire zone area clear corridors.  Remove carts, electrical extension cords from corridors and doorways. 

3. Under direction of Charge Person begin RACE:

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness

4. Never enter a fire area alone.  ALWAYS work in pairs.

5. Remain on scene until CODE RED ALL CLEAR has been given.

CODE RED SPECIFIC DUTIES
LAUNDRY STAFF

The laundry staff:

1. At the first sound of the alarm, report to laundry area, and await further instruction regarding fire condition (do not use the elevator).

2. If on main floor at first sound of alarm, place laundry cart in an area that will not obstruct evacuation efforts (not in hallways) and return to the Laundry Room.

3.  Turn off all equipment (i.e.: washers and dryers) including the Air Handler and fans.

4.  Call elevator to the basement and lock it off.     

5. Clear basement hallway of equipment (i.e.: carts, etc.). 

6. Call intercom 224 with names of personnel located in your area.

7. If the FIRE is in laundry, the LTC RN/RPN is the Charge Person when the Support Service Manager is not in the building.  

8. Check basement rooms and Evacuchek doors to indicate if occupied or vacant.

9. Never enter a fire area alone.  ALWAYS work in pairs.

10. Listen for further instructions or until “CODE RED ALL CLEAR” is given.  

11. Return electrical equipment to normal operating condition and turn the Air Handler back to the “Auto” setting.
NOTE:
1. THE LAUNDRY ROOM IS FULLY SPRINKLED.   

CODE RED SPECIFIC DUTIES

MAINTENANCE STAFF / EVENING CARETAKER

The maintenance staff / evening caretaker shall:

1. At the first sound of the alarm, report to location of fire, with a fire Extinguisher.

2. Attempt to extinguish or control the fire. If it is impossible to extinguish or control the fire safely, advise the Charge Person. 

3. Under direction of Charge Person begin RACE:

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

4. Be prepared to shut off any/all utilities at the instruction of the Fire Department or Charge Person.  KNOW WHERE THESE SHUT OFFS ARE - gas, water, electricity. 

5. As directed by Charge Person, assist with internal evacuation of residents in fire zone area.  

6. Ensure internal evacuation of all staff from fire zone area.    

7. Remain on scene until “CODE RED ALL CLEAR” has been given.

8. Once “CODE RED ALL CLEAR” is announced, maintenance personnel to check to ensure the room annunciator panels at the nursing units, main front door annunciator and Master Fire Panel are clear, and operating free of trouble. 

NOTE

1. Never enter a fire area alone.  ALWAYS work in pairs.

2. Maintenance / caretaker staff will work with and assist the Charge Person.  Maintenance / caretaker staff will assist with evacuation of residents as directed. 

CODE RED SPECIFIC DUTIES
PHYSIOTHERAPY STAFF

The physiotherapy staff:

1. At the first sound of the alarm, if in therapy 1 PTA to stay with clients, offer reassurance and continue therapy. Notify intercom 224 of client’s name and location. 

2. If in not in therapy,  at first sound of alarm, report to location of fire and as directed by Charge Person assist with RACE:

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness

3. Never enter a fire area alone.  ALWAYS work in pairs.

4. Remain on scene until “CODE RED ALL CLEAR” is given. 

CODE RED SPECIFIC DUTIES

RECEPTIONIST DUTIES (Command Center)

The Receptionist Shall:

1. At first sound of alarm, return to reception area (Command Center).  

2. Check the annunciator panel for fire location.

3. Receive telephone notification from FIRE WARDEN in the fire zone area of fire details.

4. Communicate with Securtec to confirm the validity of the alarm and the need for Securtec to contact the Fire Department

5. Announce “CODE RED” and location three times over the paging system (page 00).  Speak slowly and clearly.  

6. Clear telephone lines.  Telephone should only be used for calls concerning the emergency situation.

7. Remain at Command Center (Reception), paging any additional fire information (i.e. need for additional staff to be deployed to fire zone area). 

8. Reception is responsible to silence fire alarm/bells

THE MOST SENIOR MANAGEMENT MEMBER PRESENT ON THE SCENE IS THE ONLY PERSON ALLOWED TO GIVE THE “ALL CLEAR” IN THE EVENT OF A FIRE DRILL.

IN THE EVENT OF AN ACTUAL OCCURENCE THIS IS THE SOLE RESPONSIBLITY OF THE FIRE CHIEF OR HIS/HER DESIGNATE. 

· Silencing fire alarm bells is to be done only when there is no fire present and the all clear has been given.  At the annunciator panel

· Press RED ACKNOWLEDGEMENT Button, wait ten seconds 

· Press RED  SILENCE Button
· Wait 5 minutes before pressing reset

· Announce “CODE RED ALL CLEAR” three times over the paging system (page 00).  

· Press RED RESET button
CODE RED SPECIFIC DUTIES
RECREATION STAFF  
The recreation staff:

1. At first sound of alarm, if in activity stay with residents, offer reassurance & continue activity.

2. At first sound of alarm, if not in activity report to location of fire and as directed by Charge Person assist with RACE:

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness

3. Never enter a fire area alone.  ALWAYS work in pairs.

4. Remain on scene until “CODE RED ALL CLEAR” is given. 

CODE RED SPECIFIC DUTIES
RN/RPN (Days)

The RN/RPN (days) shall:

At each Unit (Newton, Hunt, Balfour, Palliative, and ADSP) is an Emergency Response Manual and a Documentation folder/clipboard.  The Documentation clipboard includes:

· Fire Alarm Duties and Responsibilities

· Census, Ident-a-Bands and felt marking pen 

Please be familiar with the location of the Manual and clipboard, and be prepared to use in the event of a fire drill or actual emergency occurrence in the building. 
1. At the first sound of the alarm, report to assigned unit, and await further instruction regarding fire condition.     

2. Staff working on Hunt and Balfour are responsible to check annunciator panel for location of the fire zone area.

3. The RN/RPN working in the fire zone area is the designated Charge Person and is responsible to direct the Unit staff in RACE until the fire department arrives.

· If the fire is in the Day Program area, the Day Program Co-ordinator is the designated Charge Person.  When the Day Program Co-ordinator is not in the building, the Newton RN/RPN is the designated Charge Person.  

· If the fire is in kitchen, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the Lead Cook is the designated Charge Person.  

· If the fire is in laundry, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the LTC RN/RPN is the designated Charge Person.

4. Delegate to one staff the duties of Fire Warden (ie: LPN).

5. Delegate RACE duties to Unit staff.
· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

6.  Never enter a fire area alone.  Always work in pairs. 

7. Delegate Fire Warden to report new information and conditions to intercom 221 or Securtec (after hours).  

8. Remain on the scene until the “CODE RED ALL CLEAR” has been given.

CODE RED SPECIFIC DUTIES
RN/RPN (Evenings, etc.)

The RN/RPN (Evenings, Nights, Weekends and Stat Holidays) shall:

At each Unit (Newton, Hunt, Balfour, Palliative, and ADSP) is an Emergency Response Manual and a Documentation folder/clipboard.  The Documentation clipboard includes:

· Fire Alarm Duties and Responsibilities

· Census, Ident-a-Bands and felt marking pen 

Please be familiar with the location of the Manual and clipboard, and be prepared to use in the event of a fire drill or actual emergency occurrence in the building. 
1. At the first sound of the alarm, report to assigned unit, and await further instruction regarding fire condition.     

2. Staff working on Hunt and Balfour are responsible to check annunciator panel for location of the fire zone area.

3. The RN/RPN working on the fire zone area is the designated Charge Person and is responsible to direct the Unit staff  in RACE until Administrative person or Fire Department arrives.

· If the FIRE is in the Day Program area, the Newton RN/RPN is the Charge Person.

· If the FIRE is in kitchen, the Lead Cook is the Charge Person, after hours LTC RN/RPN.  

· If the FIRE is in laundry, the LTC RN/RPN is the Charge Person.  

4. Delegate to one staff the duties of Fire Warden (ie: LPN).

5. Delegate RACE duties to Unit staff.  
· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

6. Never enter a fire area alone.  Always work in pairs.  

7. Delegate Fire Warden to call the Executive Director, Director of Care, and Support Services Manager.

8. Remain on the scene until the “CODE RED ALL CLEAR” has been given.

CODE RED SPECIFIC DUTIES

SPECIAL CARE AIDS

The SCA shall:

1. At the first sound of the alarm, report to assigned unit, and await further instruction regarding fire condition.     

2. Staff working on Hunt and Balfour is responsible to check annunciator panel for location of the fire zone area. 

3. Two LTC staff are to be deployed to assist in fire zone area (Newton, Hospice).

4. If the fire is in your assigned area follow the direction of the Charge Person (RN/RPN).  Under direction of Charge Person begin RACE:   

· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

5.  Never enter a fire area alone.  ALWAYS work in pairs. 

6.  Ensure all smoke barrier doors (fire doors) are closed.

7.  If with resident providing care ensure resident in safe position (siderails     up, unhook lift sheet, etc) then begin RACE under the direction of the charge person.
8.  During mealtime, one SCA to remain with residents in the dining room.
9.  If bathing a resident, 1 staff to remain with resident, stop bath for       potential evacuation. 
10. Remain in your area until the “CODE RED ALL CLEAR” has been given.

11. If the fire is not in your assigned area:

· Do a room check in preparation for potential evacuation

· Reassure, and account for all residents in your area.  

· Do not allow residents/visitors or volunteers to leave the area.  

· Remain at your assigned work area.  Do not go to fire zone area, unless directed.  

· Listen for updates through the overhead paging system.   
· Clear corridors and exit routes of carts, wheelchairs, etc.
· Ensure all smoke barrier doors (fire doors) are closed.
· Remain in your area until the “CODE RED ALL CLEAR” has been given.
CODE RED SPECIFIC DUTIES

SUPPORT SERVICES MANAGER

The support services manager shall:

4. At the first sound of alarm, report to location of fire with a fire extinguisher. 

5. As directed by Charge Person, assist with RACE:
· Remove those in immediate danger

· Activate alarm

· Contain the fire  

· try to extinguish or control fire

· close windows, close doors, tag doors to indicate if room occupied or vacant

· Evacuation preparedness 

6. Remain on scene until “CODE RED ALL CLEAR” has been given.

If the fire is in kitchen, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the Lead Cook is the designated Charge Person or LTC RN/RPN.  

If the fire is in laundry, the Support Services Manager is the designated Charge Person.  When the Support Service Manager is not in the building, the LTC RN/RPN is the designated Charge Person.

CODE RED SPECIFIC DUTIES
UNIT CLERK
1. At the first sound of alarm report to Command Center (Reception).

2. Assist at Command Center (Reception) by controlling entrance or exiting of visitor/resident traffic (If filling in for Receptionist assume reception duties).

3. Remain in reception area until the “CODE RED ALL CLEAR” has been given.

DEBRIEFING FOLLOWING FIRE DRILL

How will you know location of fire?

How will you know the type (details) of fire?

What are staff to do with the sound of fire alarm?

Who is the Charge Person? What is the responsibility of the Charge Person?

Who is the Fire Warden?  What is the responsibility of the Fire Warden? (telephone, fire evacuation clipboard)

Securtex (fire monitoring system) – who phones the fire department?

· Where is account number and password located?  

· What is the account number? 1188

· What is the password? BOOTH

How does reception know the type of fire (i.e.: wastepaper basket, electrical cord, etc.)?

What are staff to do in the fire zone area?

RACE – where does RACE begin?

R = remove resident(s) in immediate danger (if safe)

· What if a door is closed?  Do not open.  Danger of flashover.  Touch door with back of hand near top.  If door is warm to the touch, do not open. 

A = activate alarm

C = contain fire in fire zone area 

· ABC extinguisher 

· who?

· Location?

· Emergency equipment located with fire extinguisher (scissors, flashlight, extension cord, fire blanket).  Only to be used in an emergency.

· Close window

· Close door

· Tag door – what does tag mean?

· What happens if open a tagged door?

· Where to start closing windows and doors?

· What about two rooms with a shared bathroom?

· E = evacuate

· Internal – Where to 

· External??
· What are staff outside the fire zone area to do?

· Why do smoke barrier doors need to be kept closed?

· During a fire, what happens to any locked doors?  Wanderguard?

· Housekeeping?

· PTA?

· Laundry?

· Hairdresser?

· How to silence alarm?

EVACUATION

Evacuation means moving residents from a danger area to a safe zone.

In the event it becomes necessary to evacuate the following procedure will be followed:

1. Walking residents shall be moved first under the supervision of staff members. Have ambulant residents form a line, join hands and then lead them to the nearest exit, have a staff member remain with them.

2. Wheelchair residents shall be moved next. If necessary they should give up their wheelchairs for transportation of others.

3. Bed bound residents shall be moved last. Evacusled will be used to move resident(s) on their mattress.

*Use wheelchairs and Evacusleds for removing residents. If at all possible DO NOT USE beds, as beds can jam exits.

RACE - Search each room, bathrooms, closet before deeming room unoccupied. Close door and mark with Evacuchek.

NB- Always consider direction of traffic flow when evacuating.

The three types of evacuation (policy # 1.9.09):

· STEP I Internal Evacuation

· STEP II Lateral Evacuation within WBSCH

· STEP III External Evacuation outside WBSCH

INTERNAL EVACUATION (STEP I)

· Internal evacuation means moving residents from the Fire Zone area to a safe area within WBSCH. The internal evacuation will have residents transferred away from the fire zone area, to a safe area on the other side of the smoke barrier doors (fire doors).

· Begin internal evacuation of residents from the rooms on either side and across the hall from the fire, working away from the fire.

· Ambulatory residents

· Residents in wheelchairs

· Evacusled (mattress)

LATERAL EVACUATION WITHIN WBSCH (STEP II)
· Lateral evacuation means moving residents from the Fire Zone area to a safe area beyond fire doors. The Lateral evacuation will have residents transferred away from the fire zone area, to a safe area on the other side of the smoke barrier doors (fire doors).

· Begin Lateral evacuation of residents                             
· Ambulatory residents

· Residents in wheelchairs

· Evacusled (mattress)
EXTERNAL EVACUATION OUTSIDE OF WBSCH (STEP III)

AT EXIT ENSURE:

1. Resident Census – Place an Identiband on each resident. Account for presence of all residents using the resident census.

2. Staff Census – Account for presence of all staff on duty. Use 24 hour staffing log (located with staff replacement binders).

Prepare residents for removal to another facility  

· Take MAR binders, charts, meds

· Laptop to access charting

1. Arrange with Pharmacy for supply of medications for residents.
2. Designate WBSCH staff members to accompany residents to evacuation site, to assist with receiving and comforting of residents. WBSCH staff to stay with residents at evacuation site until further notice provided by Executive Director.
3. Administration to advise residents’ next of kin (1 NOK/resident) of events (evacuation) and future plans.
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   EMERGENCY (Internal / External) 	 Policy # 1.9.09 


  EVACUATION   (STEP I)





       APPLICATION:	All Staff








POLICY:  This policy will provide guidelines in the event of:





# 1 Internal (Lateral) Evacuation which is initiated by Senior  


      management or their designate ( supervisor ) 


# 2 External Evacuation 


Emergent (Under the direction of Fire Dept )


Planned (under the direction of Senior Management / and Fire Dept)





RECORDS TO BE MOVED :


If all residents are to be evacuated from the fire zone, a staff member will be assigned to remove the following records from the building:


Resident Care Plan / Flow Sheet  binder (s)


MAR Books(s)


LOA Book(s)


MED Cart(s)


Census sheet / binder with arm bracelets


Laptop to access charting





NOTE:   It is our policy NOT to physically practice complete outside evacuation for our residents.  However evacuation procedure is role played during fire drills.  








 Approved by:					Implementation Date:  Jan 9, 2008         


						


						 


    Ivy Scobie


    Executive Director


					


  Initial Implementation Date:    January 14, 2008 
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       EMERGENCY EVACUATION                               Policy # 1.9.09  





       APPLICATION:	All Staff








PROCEDURE:





	STEP I (Internal/Partial Evacuation)





Step I or Internal/Partial Evacuation should have already been achieved as an initial response to the emergency situation.  It involves removing residents from the room(s)/area threatened by the source of the disaster.


 Ie: (fire, heat loss, flood etc)





As per our Fire Plan:  





Room of emergency is occurring.





Rooms on each side of emergency site.





Room directly across from emergency site.








Evacuate these residents to a safe area using lateral Evacuation procedure


 As per our Fire Plan. 








Do not evacuate across the path of a fire, fumes, or through dense smoke.





ALERT:   Evacuchek used to indicate room has been evacuated   


                or not evacuated.























	





   EMERGENCY	EVACUATION (STEP II )			 Policy # 1.9.09 


  





       APPLICATION:	All Staff








PROCEDURE:





	STEP II (Lateral Evacuation within WBSCH)


		


		If disaster cannot be contained to a single fire zone, evacuate residents of fire 


		zone beyond fire separation doors to other safe zone within the building.





If a resident resists attempts to evacuate – leave the room, close the door and go on to the next room. Notify Fire Department or Police of the resident and location upon their arrival at the facility. Ensure the Evacuchek notification disk is not engaged as this will alert the Fire Dept there is a resident in the room.





Residents in immediate danger should be moved first (see STEP I).





Evacuate away from the disaster area to next zone.  If unable to reach safe zone, evacuate out of the facility via the nearest exit.  Check to ensure evacuation of fire zone is complete.





Wrist bands attached to Residents for ID purposes (kept in Fire evacuation book).





		


		Senior Management (or their designate) supervises and directs.  They


            do not get physically involved in the evacuation, but maintains full 


                        responsibility for coordination.  RQHR VP / on call should be notified of  


                        the situation and updates given / should the situation arise which would  


                        require evacuation off site. 
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       APPLICATION:	All Staff





PROCEDURE:


	STEP III      EXTERNAL EVACUATION


		


		EMERGENT EVACUATION:


Evacuate the building only on instruction to do so by the Fire Department Personnel EES / RQHR.  Utilize exits as per preplanning if possible and allocate so that movement will be quick and orderly.


Balfour Wing (Balfour & Hospice) will exit to Hospice parking lot.


Newton Wing will exit to Day Program parking lot.


Hunt Wing will exit to front entrance parking lot.





The Admin person on call is to phone the main switchboard at RQHR (766-2222) and ask to speak to the VP on call. (Hospice and Convalescent clients will be sent to acute care).   Identify the emergency and request assistance to evacuate the Home.  The VP will initiate the disaster protocol from the RQHR and notify the appropriate resources to assist with transportation and triage.    





Fire Department Incident Commander / or designate / or RQHR to call EMS and City Transit: ask for evacuation protocol to be initiated for transportation of residents to evacuation site.  (alternate transportation contact  for City of Regina / Jay O'Connor/ 24hr / 536-4245).  The Admin person may be assigned such duties.





Salvation Army Area Commander and Emergency Relief Coordinator to be contacted and request on site assistance:


Contact Person:  Major Mike Hoeft 


 Cell # 1-306-921-4706





Ministry  Of  Health to be notified:


Contact Number: 306-519-8570 alternate: 306-787-3179





Take residents to a safe distance away from facility, i.e. to an external area of refuge as designated in the facility evacuation plan 


Avonhurst Pentecostal Assembly Church// 3200 Avonhurst Drive 


Contact Person: Pastor Brad Thomas 


      Cell #  533-2401


      Church : 543-8333 / during week day number


       


NOTE:  It is our policy NOT to physically practice external evacuation.
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       APPLICATION:	All Staff








PROCEDURE:





	STEP III   EXTERNAL EVACUATION


Using Census sheet tally resident count to verify that evacuation is complete.





Director of Care or designate assign staff to remain with residents.


	


		To improve the safety and efficiency of the evacuation, the following 


		points should be remembered: an Area of Refuge must be identified


		and arranged for in case of evacuation of residents in unfavorable 


		weather.


		A one-way traffic flow should be maintained where possible.


		





Provide information re:


Immediate area of Refuge for this facility:


Avonhurst Pentecostal Assembly Church


3200 Avonhurst Drive / 543-8333


Contact: Pastor Brad Thomas


Office: 543-8333 Cell: 533-2401�
�
	


			





		








EMERGENCY PROCEDURE	 Policy # 1.9.11 (pg 1-2)


 TORNADO ALERT PROTOCOL





       APPLICATION:	All Staff





ORGANIZATION





The Charge Nurse/Supervisor shall put this plan into operation upon notification of a “Tornado warning” or “Tornado Sighting” In the Region.





The Emergency Response Coordinator / designate shall inform all staff of “Tornado Warning”.

















Approved by:							Review Date: March 8, 2016


Ivy Scobie								          


Executive Director





Initial Implementation Date: January 8, 2008





EMERGENCY PROCEDURE	 Policy # 1.9.11 (pg.2-2)


 TORNADO ALERT PROTOCOL





       APPLICATION:	All Staff





PROCEDURE	Personnel shall move all resident to corridor and central areas, away from windows.  Close all drapes covering window. (Drapes reduce injury from flying glass).	





	Move beds or EVACUSLED residents who are bed ridden into the corridor.  Put the brakes on the bed.  Leave room doors open.





	Avoid the use of elevators in case of power failure.





	Keep residents as calm as possible and away from windows and doors.





	Instruct visitors to remain in the corridors with residents.





	Leave the radio/T.V. on to listen for tornado information.  Assign a staff member to monitor the radio.





	Assemble the following supplies in a central area:


Care Plans and Flow sheets Binders


Med Cart & Med Binders


Urinals


Bedpans


Blankets 


Flashlights


Portable phone


Staff phone numbers


Battery operated radio


L.O.A. Book


Census book with bracelets





Announce   “ALL CLEAR”	when tornado warning has ended.
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 TORNADO WARNING 





       APPLICATION:	All Staff








PROCEDURE:





For Tornado Warning Each Department Will:





Administration:


Alert staff by announcing “severe weather warning” over the PA system (page 00)


Set up a Command Centre in Balfour Conference room (phone forward, disaster box, cell phone fan out list.)


Monitor weather radio


Receptionist documents events and keeps records of all communication


Contact EMS


Contact RQHR








Nursing:


Suspend normal activity


In the absence of Administration, Charge Nurse will set up Command Centre and other administration duties


Residents confined to bed are to be moved into corridors and/or tub rooms in bed, wheelchairs or on  Evacusled mattress


Ambulatory residents are those in wheelchairs to be moved into corridors on the east and west wings of each nursing unit


Magnetic EvacuChek tags flipped on  doors to identify room has been evacuated on each unit


Nurses to assemble supplies and take Dressing Cart to safe area on unit


Commode chairs, urinal and bedpans to be stored in safe area.


Fire doors to be closed


Document attendance, ie where each resident is located using 24 hour report


Equipment to be placed in empty bedrooms – clear hallways


Assist with comforting residents


If maintenance staff off duty, place mattresses against hall exit door windows.














       APPLICATION:	All Staff





EMERGENCY PROCEDURE	 Policy # 1.9.10 (pg 2-2)


 TORNADO WARNING 








Dietary:


Stop meal preparation, turn off gas


Assist with evacuating and comforting residents


Be sure paper service is available


Assume duties of Housekeeping/Laundry staff if off duty





Maintenance:


Place mattresses against windows that could directly cause injury to the residents (hallway exit doors) and secure using bungee cords


Supplies needed to be stored in tool cabinet Maintenance area.





Laundry:


Shut off equipment


Assemble available blankets and linen on carts and take to each wing


Assist with evacuating and comforting residents.





Housekeeping:


Assist with evacuating and comforting residents


Assemble paper towel, Isagel (hand cleansing gel) and toilet paper


Assemble mops and pails





Activities:


Assist with evacuating and comforting residents





Volunteers:


	-	Assist with comforting residents
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