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List of Non-Ambulatory Occupants 

This list is to be updated as often as necessary by the Facility manager ensure 
employees safety during an emergency situation. This list was last updated on 
December 7, 2017. 

Name Area Phone Comments Read 

Rita Orr 
 

 

    

Selena Martens 
 
 

    

Cayla Norrie 
 
 

    

Kristina Brics 
 
 

    

Kate Taylor 
 
 

    

Trevor Hill 
 
 

    

Stefani Ferraro 
 
 

    

 

This document is to be kept readily available, on site, at all times for use by supervisory 
personnel and fire department officials in the event of an emergency.  
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Section One 

Introduction  

This is a Fire Safety Plan for the Parry Sound Public Library located at 29 Mary Street in 
Parry Sound, Ontario.  Building constructed with concrete block and wood frame. 

This plan has been developed in accordance with Section 2.8 of the Ontario Fire Code. 
ON Regulation 213/07. 

A Fire Safety Plan is designed to provide occupant safety in the event of a fire, to 
provide effective utilization of the fire safety features of the building and to minimize the 
possibility of fires. This plan discusses what occupants are to do in the event of a fire, 
fire safety, supervisory staff and related duties, and other related issues.   

In order for this plan to be effective, management must know the plan and be able to 
implement it in the event of fire. The Fire Code requires the owner to be responsible for 
carrying out the provisions for fire safety, and defines “owner” as “any person, firm or 
corporation controlling the property under consideration”.  Consequently, the owner may 
be any one or a combination of parties, including building management, maintenance 
staff, security staff and occupancy groups. 

This Fire Safety Plan has been approved by the Parry Sound Public Library Board, but 
this does not in any way relieve the owner, the lessee, or the management, of their 
responsibilities.  The FPPA states that “every person who contravenes any provision of 
the Fire Code and every director or officer of a corporation who knowingly concurs in 
such contravention is guilty of an offence and on conviction is liable to a fine of not more 
than $50,000 for an individual or imprisonment for a term of not more than one year, or 
both, or imprisonment for the term of not more than one year, or both, or $100,000 for a 
corporation”.   

The fire safety plan shall be reviewed as often as necessary, but at intervals not greater 
than 12 months, to ensure that it takes account of changes in the use and other 
characteristics of the building.  

The Chief Fire Official (or their designate) is to be notified regarding any subsequent 
changes in the approved Fire Safety Plan. 

This fire safety plan shall be kept in the building in an approved location. The approved 
location for this fire safety plan is in the fire safety plan box located in the Main Entrance 
Vestibule. 
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Distribution of the Fire Safety Plan 

This Fire Safety Plan was prepared by: 

 

Parry Sound Public Library 

(Assisted by the Fire Prevention/Public Education Officer John Tuck) 

29 Mary Street  

Parry Sound, Ontario P2A 1E3 

Phone Number: 705-746-9601 

Email Address: pslibrary@vianet.ca  

 

The following contacts shall be given an approved copy of this fire safety plan; 

  

 1 copy for the Fire Department 

 1 copy for the Parry Sound Public Library Board 

 1 copy for the CEO 

 1 copy to be kept at the main Entrance Vestibule in the Fire Safety Plan box 

 

The emergency procedures and the non-ambulatory form shall be given to all 
employees. 

 

This fire safety plan was last updated December 7, 2017. 

 

  

mailto:pslibrary@vianet.ca
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Responsibilities of the Building Owner 

Ontario regulation 213/07, The Ontario fire code, is a provincial regulation made under 
Part IV of the Fire Protection and Prevention Act.  The Ontario Fire Code requires the 
owner to be responsible for carrying out the provisions of this code, and defines the 
“owner” as “any person, firm or corporation controlling the property under 
consideration”. Consequently, the owner may be any one of or combination of parties 
including building management,  

The building owner and operator (Parry Sound Public Library Board) have numerous 
responsibilities as outlined in this fire safety plan.  They must work together to ensure 
that the following measures are in compliance;    

 

 The building and facilities comply with the provision of the Ontario Fire Code. 

 Establishment of emergency procedures to be followed at the time of an 
emergency. 

 Instruction of supervisory staff and other occupants so that are aware of their 
responsibilities for fire safety. 

 Holding of fire drills. 

 Control of fire hazards in the building. 

 Maintenance of the building facilities provided for safety of the occupants.  

 Assuring that checks, inspections and tests as required by the Ontario Fire 
Code, are complete on schedule and that records are retained. 

 Provisions of alternate measures for safety of occupants during the shutdown 
of fire protection equipment. 

 Notification of the Chief Fire Official (or their designate) regarding changes in 
this fire safety plan.  

 Be in complete charge of the approved fire safety plan and the specific 
responsibilities of the personnel. 

 Designate and train sufficient assistants to act in this position. 

 Educate and train all staff in the use of the existing fire safety equipment, and in 
the actions to be taken under the approved fire safety plan. 

 

The Building Owner and Operator are required to have an understanding of applicable 
sections of the Ontario Fire Code as it applies to this building, and review this fire safety 
plan in intervals not greater than 12 months. The Facility manger and staff will be 
responsible for reviewing and understanding all aspects of this Fire Safety Plan. 

Instruction and training is to be an ongoing basis and any changes to the fire protection 
system or building design is to be reflected in the training, and in this fire safety plan. 
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Appointment and Organization of Supervisory Staff 

The Facility manager is in charge of this fire safety plan. The Facility manager will 
appoint and train sufficient staff to successfully implement the plan by covering all shifts 
in the building. Supervisory Staff shall be instructed on all aspects of this fire safety plan 
before they are given any responsibility for fire safety.  Designated Supervisory Staff (as 
noted in this fire safety plan) shall be available on notification of a fire emergency to 
fulfill their obligation as described in this fire safety plan. 

 

Parry Sound Public Library Board 
Building Owner & Operator 

Rita Orr 
CEO 

Staff 
Designated Supervisory Staff 

 

 

 

 

Supervisory Staff Responsibilities for this Fire safety Plan 

 
The CEO will act as the Lead Supervisory Staff, and the Staff will be additional 
Supervisory Staff.  The CEO and Staff will work together to successfully implement this 
Fire Safety Plan. 

The CEO and Staff play a key role in the effectiveness of this Fire Safety Plan because 
of their involvement and familiarity with the general layout of the building. 
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Responsibility of the Facility manager (Lead Supervisory Staff)  

1. Be in charge of implementing the approved Fire Safety Plan for the building. 

2. Ensure information in Fire Safety Plan is current. 

3. Establishment of Emergency Procedures to be followed at the time of an emergency. 

4. Ensure a copy of the approved Emergency Procedures is given to each employee. 

5. Appointment and Organization of Supervisory Staff to carry out fire safety duties. 

6. Instruction of Supervisory Staff and other Employees so that they are aware of their 
responsibilities for fire safety.  

7. Assuring maintenance of building facilities provided for safety of the building 
occupants. 

8. Assuring that checks, test and inspections, as required by the Fire Code, are 
completed on schedule and those records are made and returned. 

9. Provision of alternative measures for the safety of the occupants. 

10. Ensure that alternate measures for life and fire safety are instituted during any 
shutdown of the fire protection equipment. Notify the Fire Department and designate 
staff to patrol the building once every hour (fire watch).  Employees must be notified 
and instructions must be posted as to alternate provisions or actions to be taken in 
case of an emergency. These provisions and actions must be acceptable to the Chief 
Fire Official (or their designate).    

11. Comply with the Ontario Fire Code Control of fire hazards in the building. 

12. Organize fire drills annually. 

13. Train all staff as outlined in this safety plan. 

14. Ensure all means of egress are unobstructed at all times. 

15. Designate and train sufficient assistants to act in this position during your absence. 

16. Be in compliance with the Ontario Fire Code. 

 

Responsibility of the Staff (Supervisory Staff) 

1. Keep the doors to stairways closed at all times. 

2. Keep stairways, landing, hallways, passageways and exits (inside and out) clear of   
obstruction at all times. 

3. Do not permit combustible materials to accumulate in any part of a stairway or other 
means of egress or ventilation shafts. 

4. Do not permit combustible waste materials to accumulate in quantities or locations 
which will constitute a fire hazard. 

5. Promptly remove all combustible waste from all areas where waste is placed for 
disposal. 

6. In the event of any shutdown of the fire protection equipment, notify the fire 
Department and patrol the building once every hour (fire watch).  

7. Conduct alternative measures during any shutdown of the fire protection equipment 
as specified in this plan. 

8. Be in compliance with the Ontario Fire Code. 
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Training of Supervisory Staff and Employees 

 
The CEO is to ensure that Supervisory staff is trained on the following equipment and 
procedures; 
 

Supervisory Staff Training Components; 

1. The procedures established to facilitate Fire Department access to the building 
and to the specific location in the building. 

2. Evacuating occupants and persons requiring assistance. 

3. Evacuation location and procedures. 

4. Operation and location or portable fire extinguishers. 

5. Location of the fire alarm panel and operation of the fire alarm system. 

6. Location or all utility shutoffs. 

7. Assuring all exit doors operate and are clear of obstructions.  

 

Employee Training Components; 

1. Emergency Evacuation Procedures 

2. Evacuation location and procedures. 

3. Evacuation occupants and persons requiring assistance. 

4. Location of all exits. 

5. Operation and location of portable fire extinguishers.  

6. Method of sounding the fire alarm. 

7. Assuring all exits doors operate and are clear of obstructions. 
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Section Two 

Audit of Human Resources  

Building Owner & Operator 

Name: Parry Sound Public Library Board 

Address: 29 Mary Street, Parry Sound ON P2A 1E3 

Phone Number: 705-746-9601 

Contact Person: Rita Orr / Board Chair Terry Zanussi 

 

Building Operation 

Hours of Operation: Public Use: 
Monday - Closed 
Tuesday to Thursday  10 am – 8 pm 
Friday  10 am – 6 pm 
Saturday  10 am – 4 pm 
Sunday - Closed 
 
Staff Use: 
Monday  9 am – 5 pm 
Tuesday to Thursday  9 am – 8 pm 
Friday  9 am – 6 pm 
Saturday  9 am – 4 pm 
Sunday - Closed 

Average Number of 
Employees 

(5) Five 

Occupant Load Main Level: 
Auditorium: 80 People 

Key Access Supervisory Staff will have master keys for the building 
and meet arriving fire crews at the Entrance off 
McMurray street with this fire safety plan  
(If safe to do so). 

 

 

Building Contractor Contact Information 

Monitoring Company: 

Name:  Huronia Alarm & Fire Security Inc. 

Phone Number:  1-888-363-9311 
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Audit of Building Resources 

Building Construction 

Construction: Concrete & Wood Frame   

Number of Stories  Two (2), no basement 
 

Fire Department Access 

Major Intersection: Mary Street and Church Street 

Direction from Major Intersection: Northeast 

Fire Route: No 

Access to the building: McMurray Street parking lot 

Main Entrance: Church Street 
 

Exits 

Exits:  Four (4) 

Stairwell: Yes 

Scissor Stairs: No 

Electromagnetic Locking Devices: No 
 

Access to Roof 

Designated Supervisory Staff will have master key for Safety Ladder.  Climb up ladder 
at rear entrance off McMurray Street. 
 

Fire Alarm System 

Fire Alarm Control: DCS installed by Ardco Systems 

Panel Location: Back Entrance 

Annunciator Panel Location: No 

Emergency Power: Emergency Lights at exits, will stay on for 
30 mins. 

Devices: Smoke detectors. 

Audible Devices: Sirens on each floor. 

Emergency Voice Communication: No 

Monitoring: The fire alarm system is monitored.  Call 
Huronia Alarm & Fire Security Inc. (1-888-
363-9311) and they will notify the Fire 
Department.  Call 9-1-1, never assume 
that this has been done.  
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Portable Fire Extinguishers 

Location: Five (5) Class ABC fire extinguishers are 
located throughout the Facility.  
 
Please reference the floor plans for the 
exact locations. 

 

Emergency Lighting 

Type: Battery Packs with remote heads. 

Coverage: The entire area of the building, including 
all egress routes are provided with 
emergency lighting. 

Duration: Emergency lighting is provided for 30 
minutes. 

 

Utilities: 

Location of Main: Three (3) Natural Gas Furnaces on roof.  
Designated Supervisory Staff will have 
master key for Safety Ladder.  Climb up 
ladder at rear entrance off McMurray 
Street. 

Electrical Room Location: On lower level, North side of building in 
Auditorium. Designated Supervisory Staff 
will have master keys.   

Location of Main Gas Shut Off: McMurray Street outside shut off, North 
side of building. 

 

Fire Hydrants: 

Location of Municipal Hydrant:                                   McMurray Street rear parking lot. 

 

Emergency Planning: 

Location of Fire Safety Plan Box: Main Entrance Vestibule and 
Administration office. 

Evacuation Location:  Parry Sound Bikes (Historical Fire Hall) at 
25 Mary Street. 
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Section Three 

Instructions to Employees and on Fire Procedures 

 

If you are in the fire area; 

1. Leave the fire area immediately taking all people in the area with you.  Do not 
panic.  

2. Close all doors behind you. 

3. Use exits to leave the building immediately. 

4. If you encounter smoke, consider using an alternative exit. 

5. Telephone the local fire department from a safe location by dialing 9-1-1. Never 
assume this has been done.  Know the correct building address (29 Mary Street) 
and the location of the fire.         

6. Wait in the designated meeting area, away from the building upwind to 
fire/smoke conditions and away from incoming fire equipment. Remain calm. 

 

Do not re-enter the building until it has been declared safe to do so by fire officials. 

 

If you hear the fire alarm signal; 

1. Proceed to the nearest exit in your area and exit the building, proceed to the 
designated meeting area. Do not panic.         

2. Close all doors behind you. 

3. Use the exit to leave the building immediately. 

4. If you encounter smoke, consider using an alternative exit.   

5. Telephone the local fire department from a safe location by dialing 9-1-1. Never 
assume this has been done.  Know the correct building address (29 Mary Street) 
and the location of the fire.   

6. Wait in the designated meeting area, away from the building (30 meters), upwind 
to fire/smoke conditions and away from incoming fire equipment.  Remain Calm.   
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Instructions to Supervisory Staff on Fire Procedures 

If you are in the fire area; 

1. Leave the fire area immediately taking all people in the area with you. Do not 
panic.   

2. Close all doors behind you. 

3. If safe to do so, supervise the evacuation of all occupants, including those 
requiring assistance. 

4. Proceed to the nearest exit. Do not panic. 

5. Close all doors behind you. 

6. Use exits to leave the building immediately.  

7. If you encounter smoke, consider using an alternative exit.  

8. Telephone the local fire department from a safe location by dialing 9-1-1. Never 
assume this has been done. Know the correct building address (29 Mary Street) 
and the location of the fire.    

9. If it is safe to do so, wait outside the Main Entrance for the incoming fire crews. 
Provide access and vital information to the fire crews as to the location of 
persons requiring assistance, master keys for the facility and service rooms. Give 
the fire department this approved fire safety plan. 

  

Do not re-enter the building until it has been declared safe to do so by fire officials. 

 

If you hear the fire alarm signal; 

1. Proceed to the nearest exit in your area and exit the building. Do not panic.   

2. Close all doors behind you. 

3. Use the exits to leave the building immediately.  

4. If you encounter smoke, consider using an alternative exit. 

5. Telephone the local fire department from a safe location by dialing 9-1-1.  Never 
assume this has been done.  Know the correct building address (29 Mary Street) 
and the location of the fire.    

6. If it is safe to do so, wait outside the Main Entrance for the incoming fire crews. 
Provide access and vital information to the fire crews as to the location of 
persons requiring assistance, master keys for the facility and service rooms.  
Give the fire department this approved fire safety plan.     
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Posting of Emergency Procedures 

The procedures to be followed by Supervisory Staff and Employees shall be posted in 

the Staff area.  Emergency procedures for occupants are also posted at each exit.  The 

posted emergency procedures shall include the following; 

 

In Case of Fire 

Upon Discovery of Fire 

Leave Fire Area Immediately 

Close All Doors Behind You 

Leave Building via Nearest Exit 

If You Encounter Smoke, use an Alternate Exit 

Call Fire Department From a Safe Location – Dial 9-1-1 

Remain Calm 

Upon Hearing a Fire Alarm Signal 

Leave the Building via Nearest Exit 

Close Doors Behind You 

If You Encounter Smoke Use an Alternate Exit 

Call the Fire Department From a Safe Location – Dial 9-1-1 

Remain Calm 
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Instruction for Resetting the Fire Alarm System 

Important Note: 

You cannot reset or silence the fire alarm system until given authorization from 

the fire department. 

 

Resetting Components in the Detection Circuit 

Security Key Pad    If security key pad is beeping and says 
trouble.  Call Huronia Alarm & Fire 
Security Inc. (1-888-363-9311) to report a 
trouble alarm and fire watch is conducted.  
Key pad is monitored by Huronia Alarm & 
Fire Security Inc. 

Smoke detector:    
 

The activated smoke detector can be 
identified by its red light (on and not 
blinking).  Smoke detectors are  

 

Resetting the Fire Alarm System – We do not have a Fire Alarm System 

Alarm Silence Button:    
 

When given authorization from the fire 
department, to silence fire alarm.  Enter 
personal code into keypad by the 
McMurray Street entrance.   

Trouble Indicators:                                                              If security key pad is beeping and says 
trouble.  Call Huronia Alarm & Fire 
Security Inc. (1-888-363-9311) to report a 
trouble alarm and fire watch is conducted.  
Key pad is monitored by Huronia Alarm & 
Fire Security Inc. 
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Section Four 

Control of Fire Hazards in the Building 

General 

 Keep Hallways, passageways and exits clear of obstructions and combustible 
refuse at all times. 

 Avoid unsafe cooking practices, too much heat, and unattended appliances.  

 Devices having open flames shall be securely supported in non-combustible 
holders and located or protected so as to prevent accidental contact of flame 
with combustible materials.   

 

Control of Combustible Materials 

 Combustible materials shall not be permitted in quantities or locations that may 
constitute a fire hazard. 

 Combustible materials shall not be permitted to accumulate in any part of a 
stairway, fire escape or other means of egress.  

 Flammable or combustible liquid spills in a building shall be removed 
immediately with an absorbent material that will not increase the hazard and 
shall be disposed of in a safe manner. 

 Combustible refuse in the building shall be facility in metal refuse containers 
with self-closing, hinged metal covers. 

 Combustible refuse shall be removed from the building on a regular basis. 

 Combustible materials shall be kept a minimum three (3) feet away from 
electrical or heating equipment. If applicable, to be facility in approved 
containers.   

 Combustible materials, other than those for which the location, room or space 
is designed, shall not be permitted in any part of a means of egress. 

 No combustible materials, other than those for which the room or space is 
designed, shall be permitted in any service room space. 

 Except for building components, no combustible materials shall be permitted in 
horizontal concealed spaces, such as crawl spaces and ceiling spaces.  

 Greasy or oily rags or materials subject to spontaneous heating shall be 
deposited in a receptacle or removed from the premises. 

 Combustible materials shall not be facility with ashes in the same receptacle.  

 Flammable liquids shall not be used for cleaning purposes except where the 
cleaning is an essential part of a process. 

 Smoking is restricted to designated locations equipped with non-combustible 
containers for the disposal of ashes. 
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Control of Electrical Hazards 

All electrical equipment must be labeled(CSA) Canadian Standards 
Association and/or (ULC) Underwriters Laboratories of Canada approved. 
 

Electrical Equipment wiring shall be; 

  Continuous runs or spliced at junction boxes. 

  Kept from under rugs. 

  Free of cuts, significant abrasions or damage.  

 Connected directly to a junction box or outlet (no extension cords). 

 Grounded appropriately.  

 Extension cords must be for temporary use only or be an approved power bar. 

 

Permanent Wiring Requirements; 

 Junction boxes and panels must have protective cover plates.  

 Electrical panels must have appropriately sized fuses or breakers. 

 All wiring must have proper splices and joints. 

 Damaged or exposed wiring shall be repaired immediately. 

 

 

 

 

Fire Extinguishment, Control or Confinement  

This is primarily the responsibility of the local Fire Department. The production of toxic 

fumes in building makes firefighting potentially dangerous, particularly if a large amount 

of smoke is being generated. 

 

Only after ensuring that evacuation of the building has started and the Fire Department 

has been notified, should an experienced person (familiar with extinguisher operation) 

attempt to extinguish a small fire.  Using a fire extinguisher is a voluntary act.  If it 

cannot be easily extinguished with the use of a portable fire extinguisher, leave the area 

and confine the fire by closing the door. To determine what type of fire extinguisher you 

have, look at the label on the extinguisher. It should say A, BC, ABC, D, or K. Ensure 

you are using the correct extinguisher for the correct type of fire you are trying to 

extinguish.    
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Class A Ordinary Combustibles:  Wood, Paper, Plastics, Rubber, Cloth, etc. 

Class B Flammable Liquids:  Flammable Liquids, Tars, Oil Based Paints, Alcohols, 
Flammable Gases, Cooking oil, Greasy foods, etc. 

Class C Electrical Equipment:  Appliances, Machinery, Transformers, Computers, 
Fuse Boxes, Toasters, Coffee makers, mixers, Blenders, etc. 

Class D Combustible Metals:  Sodium, Lithium, Titanium, Aluminum, Metal Dust, etc. 

Class K Cooking Oils (Kitchen Fires):  Cooking Oil, Animal Oils, fats, etc.  

  

 

Operation of Portable Fire Extinguishers 

Ensure that the pin is intact and the seal has not been broken.  Set the extinguisher on 

the floor, break the plastic or wire seal by twisting or pulling the pin.  

 

You are now ready for the PASS method: 

P - Pull the pin.  

A - Aim the extinguisher or nozzle at the base of the fire. 

S - Squeeze the handle and release the extinguishing 

agent. 

S - Sweep the extinguisher from side to side across the 

base of the fire until it appears to be out.      

 

For your safety; 

 Keep the exit to your back to avoid being trapped in the building. 

 Never re-hang an extinguisher once it has been discharged. Have the 
extinguisher recharged by the fire extinguisher service firm. 

 Always maintain a 3 foot clearance around all fire extinguishers, and other fire 
protection equipment. 

 Using a fire extinguisher is a voluntary act. Do not use an extinguisher should 
you not feel comfortable, or if it endangers your life. 
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Section Five 

Fire Drill Procedures 

 

The purpose for conducting fire drills is to ensure that staff is educated on the 

emergency evacuation procedures. The procedure for conducting fire drills shall be 

included in this fire safety plan, taking into consideration: 

 The building occupancy and its fire hazards. 

 The safety features provided in the building. 

 The desirable degree of participation of occupants other than supervisory. 

 The number and degree of experience of participation supervisory staff.    
 

The fire drill procedures as stated below have been prepared in consultation with the 

Chief Fire Official (or their designate). Records of fire drills shall be kept for 12 months 

after the fire drill.   Fire drills shall be held at least once during each 12-month period for 

the supervisory staff.  Notices must be posted 24 Hours prior notifying employees that 

there will be a fire drill taking place the following day, and to notify the fire department 

via 9-1-1 if they see an actual fire.  The purpose of posting notices is to prevent false 

alarm calls to the fire department from employees which may result in a fine. 

 

Instruction for Supervisory Staff on Fire Drills 

The CEO will notify local fire department at 705-746-2262 prior and after the fire drill, to 
ensure that they do not respond to any signals that may be received.  The CEO will also 
notify the monitoring company prior and after the drill to ensure they received an alarm 
signal. 

The CEO, Staff and Health and Safety Committee shall meet one-half hour prior to the 
drill for a briefing.   

Designated supervisory staff will implement the emergency procedures. Staff are to 
follow the emergency evacuation procedures.  

After the drill has taken place and the CEO, Staff, and Health and safety Committee will 
meet again to discuss any deficiencies and complete a “Record of Fire Alarm Drill” 
report which will consist of the following information- next page;   
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Record of Fire Drill 

 

Comments 

Date of fire Drill: 

Time of Fire Drill: 

Employees Notified 48 Hours Prior: 

Facility manager, Staff, and Health and Safety Committee Members Present: 

Fire Department Notified: 

Fire Alarm Monitoring Company Notified: 
 
 
Did the Alarm Monitoring Company receive a signal?         

 

 

Comments`  

Date of Fire Drill: 

Time of Fire Drill: 

 Employees Notified 48 Hours Prior: 

Facility Manager, Staff, and Health and Safety Committee Members Present: 

Fire Department Notified: 

Fire Alarm Monitoring Company  Notified: 
 
 
Did the Alarm Monitoring Company receive a signal? 

 

  



22 
 

Person Requiring Assistance 

 

The CEO is to request volunteers (two or more if possible) to help any employees or 

customers who may require assistance.  Volunteers should: 

 

If a person is unable to be moved from the building;  

 Relocate the person requiring assistance, if it is safe to do so, to an area that is 
free of smoke and fire conditions. 

 Exit the building and notify the Fire Official and Supervisory Staff of the 
situation and of the location/condition of the person requiring assistance.  

 

 

If the person is able to be moved from the building; 

 Move the person requiring assistance outside. 

 Remain with the person outside in the designated meeting area. 

 Whenever possible, persons requiring assistance should be moved to the exit 
with their assistive devices; for example, wheelchairs, crutches or scooters, as 
they will require these devises once outside the building.  The device(s) should 
remain in the facility if it is too heavy or large to be safely, quickly and easily 
transported, or if it is likely to block the emergency exit.     

  

 

Supervisory staff will distribute a notice regarding employees who require special 

assistance in an evacuation.   A list will be kept the front of this safety plan, to have 

readily available should an emergency occur.  In the event of an emergency, designated 

volunteers will be available to provide assistance to any persons requiring assistance.   
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Sample Notice: 

 

Dear Employee: 

 

In order to ensure your safety during an emergency situation in the building, we are 

asking for your co-operation in filling out the information required below.  This 

confidential information is made available only to the Managers, and the local fire 

services. All information received will be kept confidential and will enable us to be of 

assistance in the event of an emergency evacuation. 

 

Please detached the bottom portion of this form and return the completed form 

by:____________________.  

 

 

Name: Department: Phone Number: 

 

Particulars of concern or medical problems which would require assistance in an 

emergency situation: 

 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

__________________________  
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Section Six 

 

Alternative Measures for Occupant Fire Safety 

 

In the event of any shutdown of the fire protection equipment and system or part 

thereof, the Fire Department shall be notified at 705-746-2262 and instruction will be 

posted throughout the Facility as to alternate measures or actions to be taken in case of 

an emergency. These provisions and actions must be acceptable to the Chief Fire 

Officer (or their designate).  Employees of the building will be notified by the person 

responsible at site. 

 

Fire department Access 

Fire Department access allows fire fighters (as well as ambulance or police), and their 
equipment, to gain access to and inside the building.  Vehicles parked in a fire route, 
excessive vegetation, snow and other forms of obstructions to access routes, fire 
hydrants and Fire Department connections are not permitted by the Fire Code. 
Maintaining Fire Department access is an ongoing matter.   

 

Exits and Exit Signs  

In the event of a shutdown or impairment to an exit sign, or if an exit signs become 
damaged or illegible, supervisory staff shall be assigned to direct occupants to safety if 
an emergency situation arises. Supervisory staff must be provided with reliable 
flashlights in the event that exit signs cannot be provided. Contact the fire protection 
service firm, and request emergency service.    

 

Fire Separations 

In the event of impairment to a fire separation or closer, or part thereof, as to affect the 
integrity of their fire resistance rating, an effect shall be made by all staff to keep 
breaches in the separation sealed.  A notice will be posted throughout the building.  The 
notice will explain what measure is to be taken (example: close fire doors manually).   

 

Portable Extinguishers 

In the event that a portable extinguisher becomes discharged, inoperable, damaged or 
condemned it shall be recharged as soon as possible after use.  Where the premises 
will be open to the public during the recharge delay, replacement extinguishers shall be 
provided while the extinguisher is being serviced. 
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Fire Alarm Shutdown 

In the event of a shutdown or impairment of the fire alarm system, or part thereof, the 
fire department will be notified and a notice will be posted throughout the building (if the 
system is going to be shut down for more than 24 hours, the fire department must be 
notified in writing).  The notice will explain the extent and the duration of the shutdown.  
Notices will also be posted and the fire department will be contacted when the system is 
reactivated.  Contact the fire protection service firm, and request emergency service.  
During the shutdown, a Fire Watch is requested for the areas affected.  Building 
Occupants will be instructed to advised the Fire Department immediately via 9-1-1 of 
any fire situation and to warn other occupants of the fire verbally. A written log must be 
maintained with information on the time of patrols, deficiencies and corrective 
measures.   

 

Emergency lighting Shutdown 

In the event of a shutdown or impairment of the emergency lighting systems, or part 
thereof, a notice will be posted throughout the building.  The notice will explain the 
extent and the duration of the shutdown, and that there is no working emergency 
lighting for the building (occupants should have a flashlight readily available in the event 
of a power outage).  Notices will also be posted when the system is reactivated. 
Supervisory staff must be provided with reliable flashlights in the event that emergency 
lighting cannot be provided. Contact the emergency lighting service firm, and request 
emergency service.    

 

All shutdowns will be limited in duration and area as much as possible. During the 

shutdown of the fire protection equipment, the CEO will provide personnel to conduct a 

fire watch. 
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Fire Watch Requirements 

 

A fire watch is a manual system of fire detection, performed by individuals constantly on 

alert and patrol, searching for fire hazards when the building life safety system has 

malfunctioned.  This watch is to be activated whenever it has been established that a 

building fire alarm system is either out of service or severely deficient in functionality.  

Any person who has direct control over a building and has good reason to believe that 

the life safety system of their related equipment is out of order and poses a serious risk 

to person(s) or property in any occupied or unoccupied structure should contact a fire 

watch. 

Fire watch personnel shall be provided with means of communication with the fire 

department (phone), a means of notifying occupants (whistle or blow-horn) and be 

equipped with portable illumination (flash light) and protective equipment. 

The person appointed for the fire watch duty shall be familiarized with all fire safety 

features of the building, including this fire safety plan and the condition of exits, and 

patrol the area to ensure that the means of egress are kept clear and that regulations 

are enforced. 

 

 

Instructions for Performing Fire Watch 

 

1. Continuously patrol all rooms and public areas of the building that are effected at 
a minimum of once per hour. 

 

2. Immediately call 9–1–1 if any fire, strong odor of smoke, or visible smoke is 
observed.  

 

3. Report any suspicious behaviors, circumstances, extinguished fires, burn marks, 
etc. immediately to the CEO. 
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Fire Watch Log 

Name of Facility Under Fire Watch: Parry Sound Public Library 

 

Person Performing Fire Watch:  

__________________________________________________ 

I have read the instructions about conducting this Fire Watch and understand that I am 

responsible to follow those instructions and patrol my designated area at least once 

each hour. 

 

Signature: _________________________________________________________ 

 Date: Time: Area Patrolled: 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

11.     

12.     

13.     

14.     

15.     

16.     

17.     

18.     

19.     

20.     
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Section Seven 

 

Maintenance of Building Facilities 

 

Ontario Regulation 213/07, The Ontario Fire Code, is a provincial regulation made 

under Part IV of the Fire Protection and Prevention Act.  The Code requires the owner 

to be responsible for carrying out the provisions of this Code, and defines the “owner” 

as “any person, firm or corporation controlling the property under consideration”, and 

includes the person in the building or property. 

 

It is the responsibility of the owner to ensure the following required checks, inspections, 

and tests are carried out in accordance with the applicable standards at the prescribed 

intervals.  All deficiencies found shall be corrected. 

 

Fire prevention officers may request the required documentation to ensure that the 

necessary checks, inspections and/or tests are being done when conducting their 

inspections.   

 

Written records shall be kept and maintained readily available, on site at all times for a 

period of 2 years after they are made. 

 

Definitions for Key Words are as Follows;   

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.  
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Maintenance Requirements for Means of Egress and Fire Department Access 

 

 

  

OFC Action What Frequency By Who 

B.2.4.1.2. Check Ensure that combustible waste 
materials do not accumulate in 
quantities or location, which will 
constitute a fire hazard, or in 
any part of a stairway, fire 
escape, or other means of 
egress.   

Daily CEO or 
Health & 
Safety 
Committee. 

B. 2.7.1.7. Check Door opening and the 
surrounding areas to ensure 
that they are kept clear of 
everything that would be likely 
to obstruct or interfere with the 
free operation of the door. 

Daily CEO or 
Health & 
Safety 
Committee. 

B.2.5.1.3. Check Access to roadways and fire 
routes are kept clear and 
accessible so as to be 
immediately ready for use at all 
times by Fire Service vehicles. 

Daily CEO or 
Health & 
Safety 
Committee. 

B.2.7.1.7. Check Maintenance of access to exits, 
including corridors used by the 
public and exits, including 
outside areas, are maintained 
free of obstructions. 

Daily CEO or 
Health & 
Safety 
Committee. 

B.2.7.1.7. Check Maintenance of lighting 
provided for illumination in exits 
and access to exits, including 
corridors used by the public. 

Daily CEO or 
Health & 
Safety 
Committee.  

B.2.7.1.7. Check Exterior walkways and 
stairways to ensure that they 
are kept in good repair and 
kept free of snow and ice 
accumulations. 

Daily CEO or 
health & 
Safety 
Committee.   

B.2.7.2.1. Check Devices on any required exit 
door are able to be readily 
opened from the inside without 
the use or keys. 

Daily CEO or 
Health & 
Safety 
Committee. 

B.2.7.3.1. Check Exit lights for blown bulbs and 
damage. 

Daily CEO or 
Health &  
Safety. 
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Maintenance Requirements for Fire Separations 

 

OFC Action What Frequency By Who 

B.2.2.3.1. Check Closures in fire separations 
to ensure that they are 
operable at all times.  

Daily CEO or Health & 
Safety 
Committee. 

B.2.2.3.3. Check Closers in fire separations 
are not blocked or wedge 
open. 

Daily CEO or Health & 
Safety 
Committee.  

B.2.2.3.5. Check Doors in fire separations to 
ensure that they remain 
closed. 

Daily CEO or Health & 
Safety 
Committee. 

B.2.6.1.3.(1) Check Hoods, filters and ducts 
that are subject to 
accumulations of 
combustible deposits. 

Daily CEO or Health & 
Safety 
Committee. 

B.2.2.3.4. Inspect All doors in fire separations 
to ensure proper operation 
to maintain the integrity of 
the fire separations. 

Monthly CEO or Health & 
Safety 
Committee. 

B.7.2.3.1. Inspect Closures in vent opening 
into smoke shafts from 
each floor area shall be 
inspected sequentially over 
a period not to exceed five 
years. Every closure in an 
opening to the outdoors at 
the top of a smoke shaft 
shall be inspected annually 
to ensure that it will open 
manually from outside the 
building, a signal from the 
smoke actuated device in 
the smoke shaft, and when 
a closer in an opening 
between a floor area and 
the smoke shaft opens.  

Annually CEO or Health & 
Safety 
Committee. 

B.2.2.3.7. Inspect Fire dampers and fire-stop 
flaps. 

Annually Contractor 

B.2.6.1.4.(1) Inspect Chimneys, flues and flue 
pipes. 

Annually Contractor 
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Maintenance Requirements for Emergency Lighting 

 

Emergency power systems shall be inspected, tested and maintained in conformance 

with CSA-C282,” Emergency Electrical Power Supply for Buildings”. 

 

OFC Action What Frequency By Who 

B.2.7.3.3. Inspect Emergency lighting equipment 
to ensure that the terminal 
connections are clean, free of 
corrosion and lubricated when 
necessary. Ensure that the 
terminal clamps are clean and 
tight as per the manufactures 
specifications, the electrolyte 
level and specific gravity are 
maintained as per the 
manufactures specifications, 
and that the battery surface is 
kept clean and dry. 

Monthly CEO or 
Contractor 

B.2.7.3.3. Test Emergency lighting units to 
ensure that the emergency 
lights will function upon failure 
of the primary power supply.  

Monthly CEO or Health & 
Safety 
Committee. 

B.2.7.3.3. Test Emergency lighting unit 
equipment to ensure that the 
unit will provide emergency 
lighting for a duration equal to 
the design criteria under 
simulated power failure 
conditions. 

Annually Contractor  

B.2.7.3.3. Test Emergency lighting units 
charging conditions for voltage, 
current and the recovery period 
to ensure that the charging 
system is in accordance with 
the manufactures 
specifications.  

Annually Contractor 
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Maintenance Requirements for Portable Fire Extinguishers  

 

A permanent record containing the maintenance date, the examiner’s name and a 

description of any maintenance work or hydrostatic testing carried out shall be prepared 

and maintained for each portable fire extinguisher.  

 

Portable fire extinguishers shall be replaced and recharged after use in conformance 

with instructions given on the extinguisher nameplate. 

 

Extinguishers shells, cartridges or cylinders that show leakage or permanent distortion 

in excess of specified limits or that rupture shall be removed from service.  Ensure 

extinguisher is conspicuously located, is readily accessible in case of fire, and is set on 

hanger, shelf or bracket.  Ensure the extinguisher is installed so that the top of the 

extinguisher is not more than; 1.1 meters (4 ft.) above the floor where the gross weight 

or the extinguisher is greater than 18 kg. (40Ibs.), or 1.5 meters (5ft.) above the floor, 

where the gross weight of the extinguisher is 18kg (40Ibs.) or less. 

 

OFC Action What Frequency By Who 

B.6.2.7.2 Inspect All portable fire extinguishers 
as per NFPA 10. 

Monthly CEO or 
Health & 
Safety 
Committee. 

B.6.2.7.1. Inspect All portable fire extinguishers 
as per NFPA 10. 

Annually Contractor 

B.6.2.7.1. Test Conduct hydrostatic testing of 
Carbon Dioxide and 
Pressurized Water 
Extinguishers.  

5 Years Contractor 

B.6.2.7.1. Inspect Replace extinguishers agent 
inside facility pressure 
extinguishers. 

6 Years Contractor 

B.6.2.7.1. Test Conduct hydrostatic testing of 
facility pressure fire 
extinguishers. 

12 Years Contractor 
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Maintenance Requirements for Fire Alarm Systems 

We do not have a fire alarm system.   The fire alarm system, with or without voice 

communication capability, shall be subjected to the requirements of CAN/ULC S536-04, 

standard for the inspection and testing of fire alarm systems, Voice communication 

system that are integrated with a fire alarm system shall be tested in conformance with 

CANlULC-S536, “Inspection and Testing of Fire Alarm Systems”. Building owners 

should be aware that the requirement for having their fire alarms tested and maintained 

in accordance with C.1.2.1.2. of the Fire Code. 

OFC Action What Frequency By Who 

B.6.3.2.1. Check Fire alarm system, AC power 
lamp, and trouble signal. 

Daily CEO or 
Health & 
Safety 
Committee. 

B.6.3.2.3. Check The central alarm and control 
facility to ensure that no trouble 
is indicated in the system. 

Daily CEO or 
Health & 
Safety 
Committee. 

B.6.3.2.1. Test One manual alarm-initiating 
device shall be operated on 
rotation basis and shall initiate 
an alarm condition. 

Monthly CEO 

B.6.3.2.1. Test The proper function of all alarm 
signal appliances shall be 
ensured. 

Monthly CEO 

B.6.3.2.1 Test The annunciator panel shall be 
checked to ensure that the 
tested devices Annunciate 
correctly. 

Monthly CEO 

B.6.3.2.1. Test The proper function of the 
audible and visual trouble 
signals shall be ensured. 

Monthly CEO 

B.6.3.2.1. Test The fire alarm and standby 
power batteries shall be 
checked to ensure that: 
a. Terminals are clean and 

lubricated where necessary. 
b. Terminals clamps are clean 

and correct where 
necessary. 

c. Electrolyte level and specific 
gravity, where applicable, are 
as specified by the 
Manufacturer.  

 

Monthly CEO 

B.6.3.2.1. Test Fire Alarm system. Annually Contractor 
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Building Schematics or Floor Plan Drawings 

 

Attach all schematics drawings to this section of the fire safety plan, Hand drawings of 

floor plans, schematics may or may not be accepted.   Computer drawn floor plan, 

schematics is preferred.   


