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The reproduction or use of this fire safety plan for is permitted and encouraged. 
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Part 1

Introduction
The Manitoba Fire Code and the Winkler Fire Department requires the implementation of a FIRE SAFETY PLAN for this building/occupancy.  The plan is to be kept in the building in an approved location.

The implementation of the Fire Safety Plan helps to ensure effective utilization of life safety features in a building to protect people from fire.  The required Fire Safety Plan should be designed to suit the resources of each individual building or complex of    buildings.  It is the responsibility of the owner to ensure that the information contained within the Fire Safety Plan is accurate and complete.

This official document is to be kept readily available at all times for use by staff and fire officials in the event of an emergency.

The fire safety plan should be posted on the safety bulletin board or in a conspicuous area.

SUBMISSION PROCEDURES

Submit a current electronic copy to the Fire Department for review.  

The Fire Department is to be notified regarding any subsequent changes in the Fire Safety Plan. For non-emergency calls, the Fire Department can be contacted at (204) 325-8151.

UPDATES

The fire safety plan must be updated/reviewed at least annually.

Review date:_____________________________________________

Approval sign off:_________________________________________

Part 2
ORGANIZATIONAL CHART AND CONTACT INFORMATION
	Title
	Name/Title
	Contact Info

	Emergency coordinator 
	
	

	Assistant emergency coordinator 
	
	

	Evacuation
	
	

	First aid
	
	

	Media 
	
	

	After hours contact person
	
	

	After hours contact person
	
	

	Police, fire and ambulance
	
	911

	MB Environment
	
	204-944-4448

	MB Poison Control
	
	204-776-4766

	Building owner
	
	

	Fire alarm company
	
	

	Sprinkler monitoring company
	
	


Part 3 Site Plan 

 FORMCHECKBOX 
 The plan should include the site layout, hydrants, fire department sprinkler connections, emergency routes, muster point, gas shut off and major hazards. The site plan may require more than 1 page.  
	     


	                        


	


Part 4
Emergency Procedures for Occupants
IN CASE OF FIRE

Upon Discovery of Fire or Hearing the Fire Alarm:

· Leave fire area immediately and close doors behind you as you leave and notify others of the emergency
· Sound Fire Alarm

· Call the Fire Department at 911
· Leave building via nearest Exit and proceed to the muster point
· Do not use the elevators 

· Conduct a head count at the muster point

· Do not re-enter to the building for any reason

· Await the arrival of the Fire Department at the muster point 
· Report pertinent information to the arriving Fire Department Officers 

· Any missing or trapped persons

· Cause of the alarm or location of the fire

CAUTION

IF YOU ENCOUNTER SMOKE - USE AN ALTERNATE EXIT

Remain Calm

Part 5
Emergency Procedures for Supervisory Staff

Upon Discovery of Fire

· Leave fire area immediately and close doors.  Alert occupants.

· Sound Fire Alarm and follow the fire alarm evacuation procedures.

· Call 911 from a safe location.

· Exit the building via the nearest exit and conduct head count.

· Await the arrival of the Fire Department at the muster point and report missing persons and/or cause of the alarm.
Upon Hearing of a Fire Condition

· Ensure that the other occupants have been notified of the emergency conditions.

· Notify the Fire Department of the emergency condition. Dial 911.
· If it is safe to do so, supervise the evacuation of all occupants, including those       requiring assistance and conduct head count.

· Upon the arrival of the firefighters, inform the fire officer of the conditions in the building and coordinate the efforts of the Supervisory staff with those of the Fire Department.

· Provide access and vital information to the firefighters as to location of persons, master keys for this occupancy and service rooms, etc.

General Related Duties

· Keep the doors in fire separations closed at all times.

· Keep access to exits inside and outside, clear of any obstructions at all times.

· Do not permit combustible materials to accumulate in quantities or locations that would constitute a fire hazard.

· Keep access roadways, fire routes and fire department connections clear and accessible for fire department use.

· Maintain the fire protection equipment in good operating condition at all times.

· Conduct/participate in fire drills.  Occupants’ participation should be encouraged.

· Have a working knowledge of the building fire and life safety systems.

· Ensure the building fire and life safety systems are in operating condition.

· In the event of any shutdown of fire and life safety systems, notify the Fire Department and initiate alternative measures.

	                        


 Part 6

Fire Hazards
Commercial, Retail and Industrial Properties

A high standard of housekeeping and building maintenance is probably the most important single factor in the prevention of fire.  Listed below are some specific hazards.

· Combustible materials stored in non-approved areas.

· Fire and smoke barrier door not operating properly or wedged open.

· Improper storage of flammable liquids and gases.

· Defective electrical wiring and appliances, over-fusing, and the use of extension cords as permanent wiring.

· Clothes dryer lint collector full or improperly vented.

· Careless use of smoking materials.

· Kitchen hoods and filters not cleaned properly/grease laden.

· Improper disposal of oily rags.

Part 7

Fire Extinguishment, Control or Confinement
In the event a small fire cannot be extinguished with the use of a portable fire extinguisher, or the smoke presents a hazard for the operator, the door to the area should be closed to confine and contain the fire.  Leave the fire area.  Ensure that the Fire Alarm System has been activated and that Fire Department has been notified prior to an attempt to extinguish the fire.  Only those persons who are trained and familiar with extinguisher operation may attempt to fight the fire.

Suggested Operation of Portable Fire Extinguishers

Remember the (PASS)

P - Pull the safety pin

A - Aim the nozzle

S - Squeeze the trigger handle

S - Sweep from side to side (watch for fire restarting)

Never re-hang extinguishers after use.  Ensure they are properly recharged by a person that is qualified to service portable fire extinguishers and that a replacement extinguisher is provided. Keep fire extinguishers in a visible area without obstructions around them. 

Part 8

Alternative Measures for Occupant Fire Safety

In the event of any shut-down of fire alarm or protection systems or part thereof, the fire department shall be notified in by filling out the Winkler Fire Department Fire Watch Form.  Occupants should be notified, and instructions will be posted as to alternative provisions or actions to be taken in case of emergency.  These provisions and actions must be acceptable to the Fire Chief.

All attempts to minimize the impact of malfunctioning equipment will be initiated.  Where portions of a sprinkler or fire alarm system are placed out of service, service to remaining portions must be maintained, and where necessary, the use of watchmen, bull-horns, portable radios, employed to notify concerned parties of emergencies.  Assistance and direction for specific situations will be sought from Fire Department.

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

1. Notify the Winkler Fire Department at (204) 325-8151 (DO NOT USE 911).  Give your name, address and a description of the problem and when you expect it to be corrected. The Winkler Fire Department Fire Watch Advisement Form is also required to be fill out and emailed to info@winklerfire.com. 
2. Post notices at all exits and the main entrance, stating the problem and when it is expected to be corrected.

3. Maintain fire watch in affected area(s) as per Conditions warranted. A guideline of the Fire Watch plan and duties can be found on Winkler Fire Department website.

4. Notify Fire Department and the building occupants when repairs have been completed and systems are operational by filling out the Fire Watch Advisement Form.

Note:
All shutdowns will be confined to as limited an area and duration as possible.


All hot work and cooking operations shall be suspended until the systems are restored.

	                        


Part 9

Fire Drills
Fire drills will be held at least annually except for schools, drill must be held monthly and at least 10 drills per year. Fire drills in daycares must be held monthly.  The fire drills are conducted to ensure efficient execution of the Emergency Procedures.  Fire drill records are required to be retained for at least two years. 

FIRE DRILL RECORD

	Date:
	     
	
	Time:
	     


	Manager/Supervisor On-Duty:
	     


	Staff Present:
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     


	Deficiencies Noted:
	     

	
	     

	
	     

	
	     


	Emergency Plan Updated:
	     

	
	     


Part 10
Building Resources and Systems
Occupancy Type



     
Access

Designated Fire Route:

 FORMCHECKBOX 
 No     FORMCHECKBOX 
 Yes



Nearest Municipal


Hydrant Location:
      
	Private Hydrants:
 FORMCHECKBOX 
No  FORMCHECKBOX 
Yes (Location(s)):
	     

	
	     

	Lockbox:
 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes (Location(s)):
	     

	
	     


Heating
 FORMCHECKBOX 
 Natural Gas
  FORMCHECKBOX 
 Electric

 FORMCHECKBOX 
 Other      
	Main Gas
Shut-off:
 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes (Location(s)):
	     

	
	     


Main Electrical Shut-off Location:
     
Main Domestic Water Shut-off Location:
     
Fire Alarm System:
Make:     

       Main Panel Location:     

     Annunciator Panel Location:     
                
Fire Alarm Description:     
Sprinkler System:
   FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Type:
 FORMCHECKBOX 
 Wet    FORMCHECKBOX 
 Dry   FORMCHECKBOX 
 Other      


Connected to the Fire Alarm System:  FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 



Location of Sprinkler Room/Shut Off Valves: 









     








     








     








     
Standpipe System:   FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes



Location of Shutoff/Isolation Valves:      

Fire Department

Connection:
 FORMCHECKBOX 
No      FORMCHECKBOX 
Yes (Location(s)): 
     








     
Fire Pump:

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes (Location(s): 
     

Fire Pump Description:
     








     
Fixed Extinguishing System for Commercial Cooking Equipment

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Type:      





                (i.e. Wet Chemical, Dry Chemical, CO2)
Connected to F/A System:     FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Protected by Fixed System:     FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Fuel Source:
 FORMCHECKBOX 
 Natural Gas
 FORMCHECKBOX 
 Electric

 FORMCHECKBOX 
 Other      
Fuel Shut Off for Appliances:
Location:      
40BC Extinguisher:
Location:     
K Type (wet) Extinguisher (if applicable):
Location:     
Other Extinguishing Systems:

	Type(i.e. pre-action, sprinkler, halon, inergen, dry chemical):
	Area/Location Protecting

	     
	     

	     
	     

	     
	     

	     
	     


Portable Fire Extinguishers: (Refer to schematic drawings)
     
Emergency Lighting

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 


Location(s): 
     
Emergency Power

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 Battery
  FORMCHECKBOX 
 Generator

Generator

 FORMCHECKBOX 
 Diesel

  FORMCHECKBOX 
 Natural Gas

Fuel Supply Location:      
Transfer Switch Location:      
Equipment Powered by Generator:
     






     






     






      
Electromagnetic Locking Devices

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes (manual release switch location)      
Proper Signage (Example – no parking signs, fire lane signage, no storage, emergency procedures, 911 signage at manual pull stations)

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Location(s) throughout building:
     






     






     






     
Extra Hazardous Area:

Is there hazardous materials on site?

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 




If YES, please list the material and quantity:

     
     
     
     
Exits:

Refer to schematics for location of exits.

Elevators:

Automatic Recall


 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Manual Recall


 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes 

Manual Recall Switch(s)

 FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes   Location:      
Total Number of Elevators:
     
Location of recall/operating keys:      
Operating Instructions:

     





     





     





     
4

