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The purpose of this policy is to outline the necessary procedures and regulations for fire prevention programs at all Locations.

The goal of this policy is the development and maintenance of comprehensive individual fire prevention programs at all Locations.

Policy

All Locations shall develop and maintain individual fire prevention programs that specify fire prevention procedures, regulations, and practices which adhere to the NFPA 101 Life Safety Code and the Department’s Fire Prevention Policy.

All new clients shall receive orientation in fire prevention and evacuation procedures as a part of intake procedures.

Location fire prevention programs shall ensure that proper procedures and equipment are in place and in the event of a fire emergency.

All Locations shall have a qualified fire safety officer responsible for reviewing, implementing, and monitoring compliance with the fire prevention program.

Fire safety officers shall request quarterly reviews of fire prevention programs and Location inspections by local fire departments. At a minimum, annual reviews and inspections shall be conducted by local fire departments.

Fire safety officers shall inspect the Location on a monthly basis for specific safety hazards and conditions.

Qualified Location personnel shall inspect the Location on a weekly basis for specific safety hazards and conditions.

Fire safety officers shall conduct staff and client inclusive fire drills on a monthly basis. Clients may be excluded from some drills due to security concerns.

Fire safety officers shall coordinate staff training on Location fire prevention programs for all Location personnel with the Department’s Training Unit.

Procedures

A.      Immediate Response
1. Location personnel shall activate the nearest manual fire alarm and shall notify the local fire department by telephone after discovering a fire.

2. The staff-member discovering the fire shall decide whether to attempt to extinguish the fire with fire extinguishers.

3. Location personnel shall assist in an evacuation if that decision is made. (See evacuation procedures.)

4. Location personnel shall collect log books and head count rosters prior to evacuation if possible.
5. Location Managers/designees shall direct the evacuation of all personnel and, if applicable, clients within the Location.

6. Location Managers/designees shall meet and assist the fire department upon arrival.

B.     Evacuation Procedures
1. Fire safety officers, with the aid of local fire departments, shall develop detailed evacuation procedures including specific means of egress routes from all areas of a Location.

2. Evacuation procedures and floor plans shall be conspicuously posted in all areas of a Location and shall include:

  a.
arrows indicating primary and secondary means of egress

b.
color-coded scheme designating the location of all fire protection equipment

3. Fire safety officers shall develop assigned tasks for Location personnel, by shift if applicable, during evacuations.

4. Location Managers shall be notified of an evacuation as soon as is practical if they are not present when a fire commences.

5. Evacuation procedures shall include measures for accounting for all Location personnel and clients after an evacuation has been completed.

6. Location personnel shall establish a triage area for prioritizing and treating injured staff and clients.

7. Injured Location personnel or clients shall be transported to the hospital by the local fire department. Location personnel shall accompany clients.

8. After the suppression of a fire clients shall not be returned to residential Locations until all smoke has cleared and fire damage violating housing standards have been repaired. Final decisions shall rest with fire department authorities.

C.     Fire Safety Officer

1. Location Managers shall appoint a fire safety officer to oversee and coordinate location fire safety programs.

2. Fire safety officers shall undergo comprehensive training in fire safety prior to assuming their responsibilities.        

3. Fire safety officers shall be responsible for the following:

a. 
monthly fire safety inspection and follow-up corrective action;
b.
maintenance of fire protection equipment;
c.
liaison activities with local fire departments;
d.
planning of monthly fire drills;
e.
coordination of personnel training with the Training Unit; and
f.
documentation of all fire safety inspections, drills, and training.
4. Fire safety officers shall consult with local fire departments for technical assistance on fire safety issues, including:

a.     
purchasing of interior building supplies;
b.     
renovations;
c.     
use of fire protection equipment;
d.   
development of evacuation procedures; and 
e.   
compliance with safety codes.
5. Fire safety officers shall review and update Location fire prevention plans annually.

D.     Fire Drills
1. All Locations shall conduct quarterly fire drills for all three shifts to demonstrate the best evacuation routes to personnel and, if applicable, clients.
2. Fire safety officers shall plan the date and time of quarterly fire drills with Location Managers/designees.
3. Location personnel shall follow evacuation procedures during fire drills.
4. Location Managers/designees shall declare when fire drills are over.
5. Fire safety officers shall only observe during fire drills and shall document the following:

a.    
date and time of drill;
b.  
Location Manager/designee or shift supervisor, if applicable;
c.  
number of evacuees;
d. 
time fire drill was completed in;
e.     
any difficulties, errors, or significant results; and
f.    
corrective actions taken.
E.     Means of Egress
1. All Location exits shall be:

a.     
clearly and permanently marked and continuously illuminated;
b.   
continuously visible and free from obstruction and refuse;
c.     
maintained in usable condition; and
d.     
marked on all floor plans.
2. Fire safety officers shall inspect all exits for the following during monthly inspections:

a.     
provision of free and unobstructed access;
b.     
clear and permanent marking;
c.     
proper functioning of locks; and
d.     
proper functioning of illumination sources for exits and exit markings.
3. All residential living areas shall have at least two exits. One shall be an alternative mean of egress such as a fire escape.

F.     Weekly Inspections
1. Qualified location personnel, trained by the fire safety officer, shall conduct weekly fire safety inspections in all areas of a Location.

2. Weekly fire safety inspections shall include, but are not limited to, visual inspection of the following:

a.     
hallways and exits for obstruction;               

b.     
residential rooms and areas, if applicable;
c.   
improper trash collection and refuse storage; and
d.
fire cabinets and extinguishers for evidence of tampering.
G.     Monthly Inspections
1. Fire safety officers shall conduct monthly fire safety inspections in all areas of a Location.

2. Fire safety officers shall maintain detailed documentation of the results of monthly inspections, including any corrective actions taken.

3. Monthly inspections shall include examination of the following:

a.     
all fire protection equipment

i.    
fire extinguishers

ii.    
smoke and heat detectors

iii.    
emergency lighting

iv.  
self-contained breathing apparatus

v.     
exit signs and illumination

b.     
all exits and connecting corridors and fire escapes, including locks

c.     
all storage areas.
H.     Independent Inspection
1. Fire safety officers shall coordinate annual fire safety inspections to be made by the local fire department.

2. Fire safety officers shall maintain documentation of all inspections conducted by fire department officials including inspection reports and corrective actions taken due to fire hazards or non-compliance with codes.

I.     Fire Protection Equipment
1. Fire safety officers shall keep an inventory of all fire protection equipment within a program or unit, specifying the type, number, and designated location.

2. Fire safety officers shall use inventory lists when conducting monthly inspections to ensure thoroughness.

3. All fire protection equipment shall be marked on floor plans.

4. Locations shall provide smoke and heat detector in numbers and at designated locations as determined by the Life Safety Code. Fire safety officers shall test smoke and heat detectors on a periodic basis

5. Locations shall provide manual fire alarms in numbers and at designated Locations as determined in the Life Safety Code.

6. Locations shall provide fire extinguishers in numbers and at designated Locations as determined by the Life Safety Code.

7. When available, Locations shall provide self-contained breathing apparatus (SCBA) such as Scott Air Packs 

8. All portable fire extinguishers/SCBA shall be encased in locked cabinets and conspicuously marked at all residential Locations. All Location personnel shall have and be familiar with keys to the cabinets.

9. Fire safety officers shall recharge fire extinguishers/SCBA immediately after use.

10. Fire extinguishers/SCBA inspections shall confirm the following:

a. 
fire extinguishers/SCBA are in designated locations and cabinets are locked in all residential Locations;
b. 
access to and visibility of extinguishers/SCBA is not obstructed;
c.     
operating instructions are legible and facing outwards;
d.    
seals or tamper indicators are intact;
e. 
extinguishers are fully charged; SCBA have a minimum of 1/2 hour of service life; and
f.     
there is no physical damage, corrosion, leakage, or clogged nozzles.
11. All Locations shall provide emergency lighting powered by a secondary power source for means of egress when normal lighting power fails. Fire safety officers shall test emergency lighting systems during monthly inspections.

12. Location personnel shall receive training on all fire protection equipment.

J.      First-Aid Equipment
1. All Locations shall have appropriate first-aid equipment and supplies as determined adequate by the local fire department for size and type of location.

2. Fire Safety Officers shall inspect first-aid equipment and supplies during monthly inspections.

3. Location personnel shall receive training in first-aid.

K.     Food Service Areas
1. All food service personnel shall be familiar with location fire plans.

2. All food service personnel shall take an active part in fire drills.

3. Food service personnel shall turn off all gas and/or electrical equipment, including vent fans, and close all doors and windows prior to evacuation.

4. Food service areas shall be equipped with fire extinguishers and suppression equipment over all cooking areas and frialators.
L.     Storage of Flammable and Combustible Material
1. Fire safety officers/designees shall supervise the use and storage procedures of flammable liquids and other combustible supplies.

2. Fire safety officers shall ensure that all flammable and combustible supplies are stored in locked cabinets conspicuously labeled "Flammable-Keep Fire Away". 

3. All portable containers for flammable or combustible liquids shall bear legible labels identifying the contents.

4. Location personnel shall constantly supervise clients using flammable or combustible supplies.

 M.     Review of Materials
1. Fire safety officers shall ensure that all materials for facility furnishings, including client rooms, building materials, and interior finishing supplies comply with the fire safety performance requirements of the Life Safety Code prior to purchase.

2. Fire safety officers may refer to local fire departments for testing and evaluation of items regarding fire resistance and smoke development characteristics.

N.     Personal Property
1. Location Directors shall establish a list of personal property items clients are permitted to keep in their rooms.

2. Location directors shall consult the fire safety officer when developing or reviewing the list of permitted items for possible fire hazards or code violations.

3. Program orientation shall include a review of permitted personal property items allowed in client rooms.

O.     Post Fire Investigation
1. The highest ranking authority at a Location at the onset of the fire shall conduct a thorough investigation immediately following the suppression of the fire. The report shall be submitted to the fire safety officer.

2. Fire investigation reports shall include the following:

a.  
location of fire;
b. 
cause of fire, if known;
c.     
resulting damages including:
i.     
loss of lives

ii.    
injuries

iii.   
property damage;
d.     
action taken by location personnel;
e.     
any problems that occurred with the plan of action procedures; and
f.     
photographs.
3. Copies of the report shall be submitted to the Location manager, the Area Director, and the Communications Information Center.

P.     Training
1. Location fire safety training activities shall include formal training sessions by qualified personnel or outside trainers and on-the-job training performed by supervisory staff.  Training shall be coordinated with the Department’s          Training Unit.

2. Fire safety officers shall consider the following when planning fire safety training activities for the year:

a.     
personnel turnover;
b.     
new fire protection equipment and emergency procedures;
c.     
special problems or hazards specific to a Location;
d.     
level of training Location personnel have received; and
e.     
new fire safety codes and regulations.
3. Training shall cover the following:

a. 
fire emergencies

i.  
employee duties and expectations

ii.   
alarm procedures

iii.   
procedure for reporting a fire

iv.
the means of egress and exit location information

v.     
evacuation procedures

vi.
post-evacuation procedures

b. 
fire drill procedures

c.  
use of portable fire extinguishers, including:
i. 
the different classes of extinguishers and their purpose

ii.  
operation

iii.
location

d.     
preliminary first aid procedures for burns and smoke inhalation.
4. Fire safety officers shall document all fire safety training activities, including the following:

a.
date of training

b.
names of personnel in attendance

c. 
length of training

d.    
subject of training

e.     
certifications received, if applicable.
OUTCOME MEASURES/PERFORMANCE INDICATORS
(   
Fire plans are developed at all Locations

( 
Requests are made quarterly to local fire departments for a review of fire prevention programs and Location inspections.

(  
Fire plans are approved and Locations are inspected at a minimum annually by local fire departments

.

(  
Fire Safety Officers are qualified through extensive training and certification

(  
All fire drills are documented

(   
All inspections are conducted and documented, including follow-up efforts

( 
Adequate fire protection equipment is in place and working at all Locations

( 
Only approved furnishings, building supplies and personal property are used or located within all Locations.

(  
Location personnel are trained in fire plans on a quarterly basis.







