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                                       Attention
This Fire Safety Plan has been created using information obtained during building visits and from information provided by on site personnel and files.  The informaiton is assumed to be accurate and complete.

The “OWNER” is responsible to completely review the material contained herein and to ensure that any errors or omissions are corrected.  The ongoing integrity of this Fire Safety Plan must also be maintained in order to conform to the ONTARIO FIRE CODE and to ensure occupant safety.
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PREFACE

The Salvation Army ERIN MILLS Corps is a single story church facility.  There is no basement level.  The building was erected in 1998 and is of non-combustible construction.

This Fire Safety Plan is based on the requirements set out in section 2.8 of the ONTARIO FIRE CODE.  As such, it provides an audit of life safety resources in the building, identifies the structure of a Fire Safety Administration and describes action to be taken in the event of a fire.  The plan provides maintenance and procedural duties required to provide an adequate level of life safety in the building.

A Fire Safety Plan when properly prepared and implemented should not simply fulfill a requirement, it is intended to make everyone aware of their obligations under the ONTARIO FIRE CODE.  Neither the people operating the Corps nor the occupants of the building should be left with any unanswered questions.

FIRE SAFETY PLAN DISTRIBUTION

Title
Page No.

MISSISSAUGA Fire Department
All Pages

Salvation Army Head Office
All Pages

Corps Officer(s)
All Pages

Day Care Administrator
All Pages

Women’s Counseling Centre
All Pages

Family & Community Services
All Pages

Group Leaders
Pages 10–13 & 17-19

AUDIT OF BUILDING RESOURCES
AUDIT OF BUILDING RESOURCES
BUILDING DESCRIPTION
2460 The Collegeway is a single story church facility.  The building itself was constructed in 1998.  Along with being a Church facility, the building also contains a FAMILY & COMMUNITY SECTION, a WOMEN’S COUNSELING SECTION and a DAY CARE FACILITY (maximum of 40 children).
FIRE DEPARTMENT ACCESS
Access to the building is available from The Collegeway. There is a posted FIRE ACCESS ROUTE which includes all internal driveways with the exception of designated parking areas.  The Fire Alarm System is not presently monitored by any outside agencies.
EXITS
There are six (6) designated emergency exits from the building;

1. one from the Sanctuary area (to the north east)

2. one from the “Multi-Purpose Hall” (to the south)
3. one from the “DAY CARE” (to the south)

4. one from the main foyer (to the west)

5. one from the WOMEN’S COUNSELING CENTRE (to the south)

6. one from the WOMEN’S COUNSELING CENTRE (to the north)

All exits are indicated on the schematic floor plan and are designated by illuminated “EXIT SIGNS” which are covered by emergency battery powered lighting units.

FIRE ALARM SYSTEM
The building is provided with a SINGLE STAGE FIRE ALARM SYSTEM. The FIRE ALARM ANNUNCIATOR / CONTROL PANEL is located in the main entrance foyer.  There is a “GRAPHIC” schematic floor plan posted adjacent to the panel.
There are pull stations located at all exits.  Smoke detectors and heat detectors cover all areas of the building as indicated on the schematic floor plans.

Activation of any of these alarm initiating devices will result in “BELLS” sounding throughout all areas of the building.

The fire alarm system is not presently monitored by any outside agencies.

Instructions for resetting the fire alarm
NOTE:
Do not reset the fire alarm unless you have been given authorization from the Fire Department.

1. Proceed to the Fire Alarm Control Panel (main entrance lobby) and open the fire panel using the key.
2. If a fire alarm pull station has been activated you must first proceed to the activated pull station and reset it.

3. Return to the panel and engage the RESET switch for approximately 2-3 seconds. This should reset the system and the only light showing should be the “POWER ON” indicator light.

4. Close and lock the Fire Panel to prevent unauthorized persons from tampering with the system.

trouble indications
Check that the A.C. POWER is on and operational switches are in normal position.  If this is the case, slide the TROUBLE SILENCE switch momentarily to silence the trouble tone.  If this does not reset the trouble signal, call your fire equipment contractor for service.

EMERGENCY LIGHTING
Emergency Lighting is provided throughout all areas of the building.  In the event that the normal power supply to the building is interrupted, battery operated emergency lighting units will provide lighting for a duration of ½ hour.  There are to battery units.

BATTERY UNIT #1
basically covers the west side of the building and is located in the electrical room on the west side of the “MULTI-PURPOSE HALL”
BATTERY UNIT #2
basically covers the east side of the building and is located in the mechanical room on the east side of the “MULTI-PURPOSE HALL”
Designated Emergency “EXIT” Signs are also illuminated by the batteries of the emergency lighting units.

FIRE EXTINGUISHERS

There are ULC-rated 3A 10BC multi-purpose dry chemical fire extinguishers located in the kitchen, mechanical rooms, the main lobby, the Church Office, the WOMEN”S COUNSELING CENTRE, the DAY CARE and the MULTI-PURPOSE HALL.

HUMAN RESOURCES

HUMAN RESOURCES
Building Owner:
The Salvation Army


Ontario Metro Toronto Division


1645 Warden Avenue


Suite 305


Toronto, Ontario


M1R 5B3
Phone #:  (416) 321-2654

Corps Officers:
Captains Ron and Judi Wickens


c/o The Salvation Army Erin Mills Corps


2460 The Collegeway


Mississauga, Ontario


L5L 1V3
Phone #:  (905) 820-6868



Home #:  (905) 277-0831
Corps 

Sergeant Major:
Steve Toynton
Home #: (905) 820-9288


c/o The Salvation Army Erin Mills Corps

Quarter Master:
Efren Palma
Home #:  (905) 822-5485

c/o The Salvation Army Erin Mills Corps
Family & 
Lynn Marshall-Best
Phone #: (905) 607-2151 
Community
c/o The Salvation Army Erin Mills Corps

Services Coordinator

Women’s 
Captain Catherine Skillin
Phone #:  (905) 820-8984

Counseling
c/o The Salvation Army Erin Mills Corps

Centre:

Day Care Centre
Avril Murray
Phone #:  (905) 820-6500

Administrator:
c/o The Salvation Army Erin Mills


Corps
Group Leaders:
There will be a GROUP LEADER in charge of all activities that may occur at the Corps.  They will be made aware of their obligations for fire safety in the building and “trained” by the Corps Officer as per “TRAINING”

FIRE SAFETY ADMINISTRATION

FIRE SAFETY ADMINISTRATION
OWNER (corps officer acts as agent for the owner)
The Corps Officer assumes full responsibility for the implementation of this Plan. The specific responsibilities of the Corps Officer include:
1. Be in complete charge of the “APPROVED” FIRE SAFETU PLAN and the specific responsibilities of the personnel.
2. Maintain an up-to-date copy of the Fire Safety Plan and distribution of up-to-date copies of the Fire Safety Plan.

3. Notifying the Chief Fire Official of changes in the Fire Safety Plan

4. Ensure that schematic diagrams showing locations of exits and fire protection equipment are posted.
5. Assuring that checks, inspections and tests as required by the FIRE CODE are completed on schedule and that records are retained.

6. Ensuring the education and training of all building staff in the actions described in this Plan (see “TRAINING” next page)

7. Ensuring that the floor plan schematic diagrams showing type and location of all building fire systems are maintained and up-to-date.

8. Ensuring that fire emergency instructions are posted on each floor, as described in this plan.

9. Maintaining the fire protection in good operating conditions at all times.

10. Advising the Fire Department of the temporary shutdown of fire protection systems in the building and arranging for alternate measures for fire safety that are acceptable to the Fire Department, as described in the ALTERNATE MEASURES Section of this plan.

11. Taking part in fire drills.

12.  Designating and training an Assistant to carry out Fire Safety Plan duties during his/her absence.

.

TRAINING OF STAFF

AND GROUP LEADERS
TRAINING OF STAFF AND GROUP LEADERS

Corps Officer will be responsible for the training of staff and group leaders.  The CORPS OFFICER shall ensure that they are familiar with:

a) The method of sounding a fire-alarm;
b) Evacuation procedures;

c) Methods of controlling fire hazards;

d) The location of building facilities provided for the safety of occupants;

e) The action to be taken in initiating any smoke control or fire emergency systems before the arrival of fire fighters; and

f) Procedures established to facilitate fire department access to the building and to the location of any fire.

SPECIFIC TRAINING PROGRAM

· All staff and group leaders review their procedures outlined in the fire safety plan with specific fire safety procedures given to each employee with relation to their work-related areas.
· All Staff and Group Leaders receive individual training as follows:

· Procedures in relation to discovery of a fire.

· Procedures in relation to fire alarms.

· Walk through of individual areas pointing out fire protection equipment, i.e. pull stations, fire extinguishers, fire exits.

· Do’s and Don’ts of Fire Safety and Hazards.

· Within every 12 Month period, a FIRE DRILL to ensure all staff assigned specific duties can carry them out effectively.

FIRE EXTINGUISHMENT, CONTROL OR CONFINEMENT

This is primarily the responsibility of the Fire Department.  The production of toxic fumes in buildings makes firefighting potentially dangerous, particularly if a large amount of smoke is being generated.

Only after ensuring that the alarm has been raised and the Fire Department notified, a small fire can be extinguished by experienced person(s) familiar with extinguisher operation.  This is to be a volunteer act!  If it cannot be easily extinguished, leave the area and confine the fire by closing the door.  remember, you are not a firefighter.  Leave it to the professionals.

If you have been trained in the use of fire extinguishers and feel confident that a small fire can be extinguished…

fire extinguisher instructions

In Case of Fire . . . . . . PASS the extinguisher.

Fire extinguishers can be operated effectively by remembering the PASS method:

P
-Pull  the pin.  The pin in the handle prevents accidental discharge.  It must be pulled out for the fire extinguisher to work.

A
-Aim the extinguisher at the BASE of the fire…..from a safe distance…..but within extinguisher range.
S
-Squeeze the handle to activate the extinguisher.
S
-Sweep the extinguishing agent around the edges of the fire to prevent its spread…..  …..sweep the agent across the base of the flames.

WARNING

Always test the extinguisher first to make sure that it works before trying to fight the fire.

Do not attempt to approach a fire (with an extinguisher) unless it is safe to do so. Personal safety is of the utmost importance.

Always leave yourself an escape route. Never let the fire get between you and the way out.

Proper training in the selection and use of portable fire extinguishers will help to increase operator safety. (see next page)
TYPES OF FIRES

CLASS “A”

Fires in ordinary combustibles such as paper, wood, cloth, etc., which are normally extinguished by cooling.

CLASS “B”

Fires involving flammable liquids such as gasoline, oil, alcohol benzene, ether, etc. which are best extinguished by smothering.

CLASS “C”

Fires involving electrical equipment, appliances and wiring, in which the use of a non-conductive extinguishing agent prevents electrical injury to the user.

TYPES OF EXTINGUISHERS (*present in the Church)
CLASS “A”



CLASS “B”



CLASS “C”

1. *Dry Chemical


1. *Dry Chemical


1. *Dry Chemical

NOTES:

Never re-hang extinguishers after use.  Ensure they are properly recharged by a person acceptable to the Fire Department for servicing portable fire extinguishers.

Keep extinguishers in a visible area without obstructions around them.
emergency procedures

normal church office business hours: 

8:30 am to 4:30 pm, monday to friday

(#1) CORPS OFFICER or officer or
DESIGNATED OFFICE STAFF MEMBER

normal church office business hours: 

8:30 am to 4:30 pm, monday to friday

(#1) CORPS OFFICER or officer or
DESIGNATED OFFICE STAFF MEMBER

1. Leave the fire area immediately.
2. Activate the Fire Alarm by pulling a pull station.
3. Call the Fire Department at ( 911 when it is safe to do so.  Advise them of your building address (The Salvation Army, 2460 The Collegeway)
4. Ensure the building is being evacuated immediately.  Assist any handicapped OCCUPANTS.
Attempt to keep the main entrance lobby as soon as possible as this is where the Fire Trucks will be responding. (Direct people to the closest exit and then away from the building).
5. Proceed to the main entrance lobby and prepare to meet the Fire Department.
6. Provide building access and information.
NOTE:
Ensure that the fire alarm system IS NOT SILENCED OR RESET until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.
Fight the fire only if you are trained and you are confident you can extinguish it. (see *TRAINING)
normal church office business hours: 

8:30 am to 4:30 pm, monday to friday

(#1) CORPS OFFICER or officer or
DESIGNATED OFFICE STAFF MEMBER

1. Call the Fire Department at ( 911. 
2. Ensure the building is being evacuated immediately.  Assist any handicapped OCCUPANTS.
Attempt to keep the main entrance lobby as soon as possible as this is where the Fire Trucks will be responding. (Direct people to the closest exit and then away from the building).
3. Proceed to the main entrance lobby and prepare to meet the Fire Department.
4. Provide building access and information.  Explain to them who you are and that a “Keyholder” is responding.
NOTE:
Ensure that the fire alarm system IS NOT SILENCED OR RESET until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.

emergency procedures

special events or activities outside

normal church office business hours

(#2) Group Leader
special events or activities outside

normal church office business hours

(#2) Group Leader

1. Leave the fire area immediately.
2. Activate the Fire Alarm by pulling a pull station.
3. Group Leader will Call the Fire Department at ( 911 when it is safe to do so.  Advise them of your building address (The Salvation Army, 2460 The Collegeway)
4. Instruct all persons in YOUR GROUP to evacuate immediately.  Assist any   
handicapped OCCUPANTS.

Direct all occupants to the exits and once the area is totally evacuated – close all doors as you exit.

Group Leaders should attempt to keep the main entrance lobby clear as soon as possible as this is where the Fire Trucks will be responding. (Direct people to the closest exit and then away from the building).
5. The GROUP LEADER will then proceed to the main entrance lobby and prepare to meet the Fire Department.
if there is not a member of the church office on duty…
…and you have not been trained on how to “RESET” the Fire Alarm System, refer to the “EMERGENCY CONTACT LIST – on page 7.
6. Provide building access and information.  Explain to them who you are and that a “KEYHOLDER” is responding.
NOTE:
Staff and/or Group Leaders must ensure that the fire alarm system IS NOT SILENCED OR RESET until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.

Fight the fire only if you are trained and you are confident you can extinguish it. (see *TRAINING)
special events or activities outside

normal church office business hours

(#2) Group Leader

1. The GROUP LEADER will call the Fire Department at ( 911. 
2. Instruct all persons in YOUR GROUP to evacuate immediately.  Assist any handicapped OCCUPANTS.  
Direct all occupants to the exits and once the area is totally evacuated – close all doors as you exit.

Group Leaders should attempt to keep the main entrance lobby as soon as possible as this is where the Fire Trucks will be responding. (Direct people to the closest exit and then away from the building). 
3. The Group Leader will then proceed to the main entrance lobby and prepare to meet the Fire Department.
if there is not a member of the church office on duty…
…and you have not been trained on how to “RESET” the Fire Alarm System, refer to the “EMERGENCY CONTACT LIST – on page 7.

4. Provide building access and information.  Explain to them who you are and that a “Keyholder” is responding.
NOTE:
Staff and/or Group Leaders must ensure that the fire alarm system IS NOT SILENCED OR RESET until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.

emergency procedures

normal church office business hours: 

8:30 am to 4:30 pm, monday to friday


(#3) Family & Community Services
(Normal Church Office Business Hours – 8:30 am to 4:30 pm, Monday to Friday)
(#3) Family & Community Services 
      
1. Leave the fire area immediately.
2. Activate the Fire Alarm by pulling a pull station.
3. Administrator (or designate) will call the Fire Department at (911 when it is safe to do so.  Advise them of your building address:
(The Salvation Army, 2460 The Collegeway)
2. Instruct all persons in YOUR AREA to evacuate immediately.  Assist any handicapped OCCUPANTS.

Direct all occupants to the exits and once the area is totally evacuated – close all doors as you exit.

Administrator (or designate) should attempt to keep the main entrance lobby clear as soon as possible as this is where the Fire Trucks will be responding. (Direct people to the closest exit and then away from the building.)

3. The Administrator (or designate) will then proceed to the main entrance lobby and prepare to meet the Fire Department.
if there is not a member of the church office on duty…

…and you have not been trained on how to “RESET” the Fire Alarm System, refer to the “EMERGENCY CONTACT LIST – on page 7”.
4. Provide building access and information.  Explain to them who you are and that a “Keyholder” is responding.

NOTE:
Administrator (or designate) must ensure that the fire alarm system is not silenced or reset until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.

Fight the fire only if you are trained and you are confident you can extinguish it. (see *TRAINING)

(Normal Church Office Business Hours – 8:30 am to 4:30 pm, Monday to Friday)
(#3) Family & Community Services 


1. Administrator (or designate) will call the Fire Department at (911.
2. Instruct all persons in YOUR AREA to evacuate immediately.  Assist any handicapped OCCUPANTS.

Direct all occupants to the exits and once the area is totally evacuated – close all doors as you exit.

Administrator (or designate) should attempt to keep the main entrance lobby clear as soon as possible as this is where the Fire Trucks will be responding. (Direct people to the closest exit and then away from the building.)

3. The Administrator (or designate) will then proceed to the main entrance lobby and prepare to meet the Fire Department.
if there is not a member of the church office on duty…

…and you have not been trained on how to “RESET” the Fire Alarm System, refer to the “EMERGENCY CONTACT LIST – on page 7”.
4. Provide building access and information.  Explain to them who you are and that a “Keyholder” is responding.

NOTE:
Administrator (or designate) must ensure that the fire alarm system is not silenced or reset until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.

EMERGENCY PROCEDURES

MONDAY TO FRIDAY (7:00 am to 6:00 pm)

(#4) Day Care Centre
MONDAY TO FRIDAY (7:00 am to 6:00 pm)

(#4) Day Care Centre



1. Leave the Fire Area immediately, removing any person in danger.
Ensure the fire alarm has been activated.

2. Notify the Fire Department at ( 911 and inform them of the exact location of the fire: (The Salvation Army, 2460 The Collegeway)
3. Proceed with a complete EVACUATION of the DAYCARE AREA.
4. Congregate outside the building on the grassy area SOUTH SIDE.

5. Proceed to the Annunciator Panel (main lobby west) and tell the Fire Department the exact location of the fire and that your area has been totally evacuated.

1. Retrieve the children’s daily attendance list.  Report to your assigned area and proceed with a complete EVACUATION of the DAYCARE AREA.
2. Ensure toddlers and children with special needs (or handicapped personnel) receive assistance if necessary.
3. Close all doors as you exit.
4. Congregate outside the building on the grassy area south side.
5. Once a complete attendance has been completed and all children and staff have been accounted for, report to the MAIN ENTRANCE and report to the Fire Department that your area has been totally evacuated.
Attempt to get an update from a FIRE OFFICIAL.
day care procedures continued…
If necessary (for example, fire conditions or inclement weather) proceed with all children and staff to your approved evacuation facility.


kitchen staff:
Turn off all cooking equipment




Assist with the Total Evacuation of the DAY CARE AREA.

additional responsibilities of the

daycare administrator
1. The Administrator (or teacher in charge) shall take the emergency information card file and daily attendance record.
2. The Administrator (or teacher in charge) shall be the last person to leave the premises.
3. All children must be accounted for before proceeding to the designated emergency shelter.
4. Call all parents from the shelter to advise.
5. Administrator will then inform the Program Manager and the Ministry Program Advisor.

EMERGENCY PROCEDURES

SUNDAY CHURCH SERVICES

(10:30 am)

(#5) corps officer or person in

charge of service & ushers

sunday church service (10:30 am)

(#5) corps officer or person in charge of service & ushers

1. Leave the fire area immediately.
2. Activate the Fire Alarm by pulling a pull station.
3. Head Usher will call the Fire Department at ( 911 when it is safe to do so.  Advise them of your building address: (The Salvation Army, 2460 The Collegeway).
5. Assistance will be given to any handicapped OCCUPANTS.
6. Once the sanctuary is totally evacuated, the USHERS will close all doors.
7. The Head Usher will remain in the lobby and prepare to meet the Fire Department and give them the exact location of the fire.
8. Provide building access and information (master keys for all locks).

9. Ensure that the fire alarm system IS NOT RESET until the Fire Department has determined that the building is safe and has given the authorization.

NOTE:
Fight the fire only if you are trained and you are confident you can extinguish it. (see *TRAINING)

sunday church service (10:30 am)

(#5) corps officer or person in charge of service & ushers

1. Head Usher will call the Fire Department at ( 911.

3. Assistance will be given to any handicapped OCCUPANTS.
4. Once the sanctuary is totally evacuated, the USHERS will close all doors.
Ushers should attempt to clear the main entrance lobby as soon as possible as this is where the initial Fire Truck will be responding. (Direct people to the parking lot away from the building).

5. The Head Usher will remain in the lobby and prepare to meet the Fire Department and give them the exact location of the fire.
6. Provide building access and information (master keys for all locks).

7. Ensure that the fire alarm system IS NOT RESET until the Fire Department has determined that the building is safe and has given the authorization.

NOTE:
The Head Usher must ensure that the fire alarm system IS NOT SILENCED OR RESET until the Fire Department has determined that the building is safe and has given the authorization to proceed with a RESET.

FIRE HAZARDS / FIRE PREVENTION
FIRE HAZARDS / FIRE PREVENTION
Good fire prevention is an effective method for implementing fire safety in the building.  The Following comments are provided for all building staff and occupants.

NOTE:
This is a NON SMOKING BUILDING and it will not be permitted in any area of the building.
· Avoid careless storage practices.

· Ensure that articles such as boxes and storage racks do not obstruct doorways.

· Do not smoke near flammable materials.

· Do not smoke in hazardous locations such as storage areas.

· Be familiar with your responsibilities during a fire condition in the building.

· Keep fire doors closed at all times.

WATCH FOR THE FOLLOWING ELECTRICAL FAULTS:

Main Electrical Distribution Panel

· Lack protective cover

· Appears to be over-fused
· Evidence of fuses by metal jumpers (use of pennies, aluminum foil, wires, etc.)

Extension Cords

· Spliced

· Under rugs

· Fastened to wall

· Damaged or deteriorated

· Being used as permanent wiring, and

· Octopus wiring.

Permanent Wiring

· Junction boxes lack protective cover plates

· Improper splices and joints.

Appliances and Electrical Equipment

· Heaters or lamps too close to combustibles
· Unapproved or home-made appliances lack either CSA or Ontario Hydro Special Inspection Label.

· Appliance cord spliced.
FIRE DRILLS

FIRE DRILLS

The purpose of a fire drill is to ensure that the Corps Officer, Women’s Counseling Centre Personnel, Family & Community Services Personnel, Day Care Personnel and Group Leaders are totally familiar with emergency evacuation procedures, resulting in an orderly evacuation with efficient use of exit facilities.  Occupant participation is optional.

METHOD AND FREQUENCY OF HOLDING FIRE DRILLS

Fire drills are held once every 12 months.  Group Leaders are notified by the CORPS OFFICER of the time and date 48 hours in advance.

It is advisable to conduct the drill in conjunction with the monthly fire alarm test in order that all Group Leaders may get familiarized with the activation and resetting procedures.

Corps Officer, Women’s Counseling Centre Personnel, Family & Community Services Personnel, Day Care Personnel and Group Leaders will meet ½ hour prior to the drill at which time they will decide which pull station will be activated.  They will also discuss and review the Fire Safety Plan.  Emphasis will be placed on emergency procedures.

The Corps Officer, Women’s Counseling Centre Personnel, Family & Community Services Personnel, Day Care Personnel and Group Leaders will then conduct a simulated fire emergency so that EVERYONE becomes totally familiar with their emergency procedures as described in this plan.

A short debriefing meeting will be held after the drill to discuss any problems which have arisen as a result of this drill.


ALTERNATE FIRE SAFETY MEASURES

ALTERNATE FIRE SAFETY MEASURES
In the event of any shutdown of fire protection equipment or part thereof, the Fire Department and building occupants will be notified.  Instructions will be posted as to the alternative provisions or actions to be taken in case of emergency.  These provisions and actions must be acceptable to the Chief Fire Official.

An attempt to minimize the impact of malfunctioning equipment will be made (for example: where portions of a fire alarm system are taken out of service, the remaining portions will be maintained).  If portable extinguishers are taken our for service, temporary replacements must be in place.

Assistance and direction for specific situations will be sought from the Fire Department.

Procedures to be followed in the event of a shutdown of any portion of a fire protection system are as follows:

THE CORPS OFFICER WILL:

Notify the Mississauga Fire Department @ 905-275-3800 (DO NOT USE -911).
Give your name, the address of the building, a description of the problem and when you expect it to be corrected.

NOTE:
The Mississauga Fire Department should be notified IN WRITING of shutdowns longer than 24 hours.

Notices to occupants will be prominently posted by each pull station stating the problem and when it is expected to be corrected.

Have someone patrol affected areas of the building every hour when systems affected include the fire alarm.

Notify OCCUPANTS by posting signs as to when the fire protection system will be returned to normal.

Notify the Fire Department that the fire protection system has been returned to normal.

NOTE:
all shutdowns will be confined to as limited an area and duration as possible.

instructions to be posted
note:  these instructions are to be prominently posted

beside each fire alarm pull station
these instructions are to be prominently posted 

on each floor beside all pull stations

floor plans
· site plan
· ground floor plan
“appendix a”

fire protection equipment

inspection, test and check

requirements and log book
records of tests & corrective measures

required under the ontario fire code
This building is subject to the operation and maintenance requirements of the Fire Code.

This code is the principal law governing the fire safety of the building occupants and the fire protection of buildings.

The requirements for the installation and maintenance of fire safety equipment such as extinguishers or fire hoses and mandatory inspections, tests and checks of fire protection provisions are based on examination of the causes and consequences of thousands of fires across Canada and North America.

Fulfillment of these straight forward obligations will significantly reduce the possibility of a fire and limit injuries, damages, inconvenience and liability when the inevitable happens.

Most daily, weekly, monthly and bimonthly inspections and tests can be performed by building staff with site specific instructions.  Annual inspections and tests, as well as most service, should be 

performed by accredited service agencies.  Unless otherwise specified, the owner of the building is 
responsible for carrying out the provisions of the fire code.

Owner is defined very widely in this code as “…any person…having control over any portion of the building or 
property under consideration and includes the persons in the building or property.”
The code also states that records of all tests, many inspections and all service or corrective measures are required to be retained for a period of two years after they are made.

As some inspection and test procedures are scheduled as infrequently as every five, six, ten, twelve or even fifteen years, it is recommended that these records be held indefinitely.

It is also recommended that these records be maintained in duplicate and stored separately so as to ensure that they are available after a fire incident for examination by fire officials.

In addition to tests and inspections, these records are required to contain a complete listing of all regular maintenance, repairs and replacement of fire protection equipment and provisions.

.
When available, listings of corrective measures carried out by outside contractors should include the names of both the outside agency and the individual(s) actually undertaking the work.

In the event of a fire or similar emergency, a complete record of continuing maintenance and inspection may be the best defense for building staff and owners against civil, regulatory and criminal actions.

In most municipalities the Fire Code is enforced by officers from the local Fire Prevention Bureau.  These officers have been appointed as “Fire Inspectors”.

While the purpose of building visits by Fire Inspectors is more for education than enforcement, they are authorized and obligated to initiate prosecutions of contraventions of the Fire Code.

Scheduled or unannounced visits and inspections by Fire Inspectors are not considered a fulfilling a building’s obligatory inspections or tests under the Fire Code.

Fire Inspectors cannot be refused entry.


Unless specifically approved by the Fire 
Department, the “Authority Having Jurisdiction” under the Fire Code, deficient building equipment or conditions are not considered as acceptable or approved even if they are not cited by Fire Inspectors or Firefighters.

In addition t inspections, tests, checks and service of fire protection equipment and systems, building staff and occupants have an obligation under the Code to ensure that exit and egress provisions including stairs, corridors leading to stairs and the exterior of the building near where exits are located, are kept clear, free of obstructions and devoid of combustible materials.

Occupants also have an obligation to control fire hazards including stored paper and cardboard, flammable chemicals, office appliances such as toasters, coffee makers or microwave ovens, extension cords and smoking.

In the event that fire protection provisions are not in service, it is required that the Fire Department be informed and that alternate provisions be made.

For equipment taken out of service for short periods, such as when testing the fire alarm system, reasonable alternative provisions may be limited to advising the Fire Department.

For longer periods or system failure, it may be necessary to post notices or institute fire watch tours.  Consult the Fire Safety Plan or the Fire Prevention Bureau for assistance.



maintenance schedules
The following list outlines the checks, inspections and tests required by the Ontario Fire Code.  The schedule is listed as per CODE REQUIREMENTS, ITEM and RESPONSIBILITY.  The Quarter Master will be responsible for equipment pertaining t the entire building.

RECORDS:
A written record of the maintenance, tests and corrective measures will be kept in the building for 2 years and will be available on request by the chief fire official.

For the purpose of carrying out these maintenance procedures, the following definitions should be considered applicable:
Check:
Means visual observation to ensure that the device or system is in place and is not obviously damaged or obstructed.

Inspect:
Means physical examination to determine that the device or system will apparently perform in accordance with its intended function

Test:
Means operation of a device or system to ensure that it will perform in accordance with its intended function.
fire code requirement

item





responsibility

daily

2.5.1.2                Check


to ensure streets, yards and private






roadways provided for fire department





access are kept clear



quarter master

2.7.3.1
            Check


exit lights




quarter master

2.7.3.2
            

6.3.2.1 
         Check


fire alarm ac power and trouble light

quarter master
6.3.2.2

weekly

2.6.1.4
           Check


hoods, filters and ducts subject to






accumulation of combustible deposits

quarter master
fire code requirement

item





responsibility
monthly

2.2.3.4
               Inspect

all doors in fore separations shall be checked
quarter master
2.2.3.5




as frequently as necessary to ensure that






they remain closed.

2.7.3.3.(1)
  Check


pilot lights on emergency lighting unit






equipment




quarter master
7.7.3.3.(2)
  Inspect / Test

emergency lighting unit equipment 

quarter master





to ensure:

a)
Emergency lights function upon primary power failure

b)
Terminal connections are clean, corrosion free and lubricated when necessary

c)
Terminal connections are clean and tight as per manufacturer’s specifications

d)
Battery surfaces are kept clean and dry.

2.7.3.3.(3)(a)
 Test


emergency lighting unit equipment

quarter master
6.2.7.2
 Inspect


all portable fire extinguishers


quarter master
NOTE:
 Maintenance of portable extinguishers shall be performed 


 in accordance with NFPA 10.

a)
Extinguisher located in designated place,

b)
No obstruction to access or visibility,

c)
Operating instructions on nameplate are legible and facing forward,

d)
Seals and tamper indicators not broken or missing,

e)
Determine fullness by weighing or “hefting”,

f)
Examine for obvious physical damage, corrosion, leakage, or clogged nozzle,

g)
Pressure gauge reading or indicator in the operable range or position.

6.3.2.1

Inspect


fire alarm batteries



quarter master
(i)
Terminals are clean and lubricated where necessary

(ii)
Terminal clamps are clean and tight.
fire code requirement

item





responsibility
monthly (cont’d…)
6.3.2.1

Test


fire alarm system



Corps Officer

a)
One manual alarm initiating device (pull station shall be operated on a


rotation basis and shall initiate an alarm condition;

b)
intended function of all alarm audible signal appliances shall be ensured


(all “alarms” sound);

c)
The annunciator panel shall be checked to ensure that the tested


devices annunciate correctly (if you activate a pull station on the 6th floor


the annunciator should indicate 6th floor);

d)
intended function of the audible and visual trouble signals shall be 


ensured (trouble tone and trouble light); and

annually
2.6.1.5

Inspect


chimneys, flues and flue pipes and






clean as necessary



Contractor

2.7.3.3.(3)(b)
Test


unit equipment for design duration

Contractor

2.7.3.3.(4)



emergency lighting

2.8.3.2.(1)
Test


fire drill (all buildings)



quarter master


6.2.7.1

Inspect


all portable fire extinguishers


Contractor

6.3.2.1

Test


fire alarm system by persons acceptable






to the Authority Having Jurisdiction

Contractor

fire code requirement

item





responsibility
every five years

6.2.7.1

Test


Extinguishers hydrostatically


Contractor

every six years

6.2.7.1

Test


Empty stored pressure type 






extinguishers requiring 12-year






hydrostatic test and subject to






maintenance




Contractor

every twelve years

6.2.7.1

Test


hydrostatically, dry chemical and






vaporizing liquid type extinguishers

Contractor

additional requirements

(ontario fire code)

2.2.3.5

Check


all doors in fire separations to


quarter master
2.2.3.8




ensure that they are closed

2.7.1.7

Check


and maintain corridors free of obstructions
quarter master
6.2.7.1

Inspect


and recharge extinguishers after use or

6.2.7.6




as indicated by an inspection or when






performing maintenance.


Contractor
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“IF YOU DISCOVER A FIRE”





“IF YOU HEAR A FIRE ALARM SIGNAL”





“IF YOU DISCOVER A FIRE”





“IF YOU HEAR A FIRE ALARM SIGNAL”








*NOTE:       If you are working with a GROUP outside of these hours


                   you assume the role of “GROUP LEADER”.





“IF YOU DISCOVER A FIRE”





“IF YOU HEAR A FIRE ALARM SIGNAL”





“IF YOU DISCOVER A FIRE”





“IF YOU HEAR A FIRE ALARM SIGNAL”





“king mastings public school”





(3351 king masting crescent)








fire drills





As described in Section 2.8.3.2.(1) of the ontario fire code, fire drills are required to be performed MONTHLY in the Day Care Centre.





The Day Care Administrator will ensure that these Fire Drills are performed and that written records are maintained. 





“IF YOU HEAR A FIRE ALARM SIGNAL”





“IF YOU DISCOVER A FIRE”





“IF YOU HEAR A FIRE ALARM SIGNAL”





“IF YOU DISCOVER A FIRE”





The Person in Charge of Service will make the following announcement:





a)	Every one please be seated.


b)	All parents with babies in the NURSERY, proceed there now as a group.


If you have children in the NURSERY they will be taken to the south side of the building and you can reunite with them there.


c)	The rest of the congregation now please stand and leave the building as directed by the USHERS.  Please leave the lobby and entrance clear.


d)	Please do not re-enter the building until authorized by the Fire Dept.





The Person in Charge of Service will make the following announcement:





a)	Every one please be seated.


b)	All parents with babies in the NURSERY, proceed there now as a group.


If you have children in the NURSERY they will be taken to the south side of the building and you can reunite with them there.


c)	The rest of the congregation now please stand and leave the building as directed by the USHERS.  Please leave the lobby and entrance clear.


d)	Please do not re-enter the building until authorized by the Fire Dept.








FIRE DRILLS – DAY CARE





As described in Section 2.8.3.(1) of the ONTARIO FIRE CODE, FIRE DRILLS are required to be performed MONTHLY in the Day Care Centre.





The Day Care Administrator will ensure that these Fire Drills are performed and that written records are maintained.  	 











IN CASE OF FIRE





UPON DISCOVER OF FIRE





Leave Fire Area and close doors behind you





Alarm Occupants Of Building


(activate pull station to sound fire alarm)





Leave Building Via Nearest Exit





Call Fire Department:  ( 911





Remain Calm








UPON HEARING ALARM








Leave Building Via Nearest Exit





Close doors behind you








CAUTION





If smoke is heavy in the corridor, it may be safer to stay in your AREA.


Close door and seal all cracks.


Notify Fire Department of your location:  ( 911








CHECK means a visual observation to ensure the device or system is in place and is not obviously damaged or obstructed.








TEST means operation of a device or system to ensure that it will perform in accordance with intended operation or function.








INSPECT means physical examination to determine that the device or system will apparently perform in accordance with its intended function.














The Fire Code, Article 1.1.1.1





Unless otherwise specified, the owner shall be responsible for carrying out the provisions of this Code.





The Fire Code, Article 1.2.1.2





Owner means any person, firm or corporation having control over any portion of the building or property under consideration and includes the persons in the building or property.





The Fire Marshals Act, 


Clause 18a.(5)





Every person who contravenes any portion of the Fire Code and every director of a corporation who knowingly concurs in such contravention are guilty of an offense and on conviction are liable to a fine of not more than $50,000 or to imprisonment for a term of not more than two years or both.








RECORDS KEY





OK – Tested correctly, no


           apparent deficiency





X   - Did not test  


          correctly, service


          required





N/A – Not Applicable








As described in Section 2.8.3.2.(1) of the Ontario Fire Code, Fire Drills are required to be performed MONTHLY in the Day Care Centre.





The Day Care Administrator will ensure that these Fire Drills are performed and that written records are maintained.









