FIRE DUTIES FOR SUITE WARDENS AND FLOOR WARDENS

SUITE WARDENS AND FLOOR WARDENS:

Are responsible for overseeing occupant instruction and supervising and ensuring the safe, swift and complete evacuation of occupants during a fire, other emergency or fire drill/building emergency evacuation protocol.  Floor Wardens are assigned to single employer/tenant floors or single department floors.  Suite Wardens are assigned to each employer/tenant on multi-employer/tenant floors or to each department on a multi-department floor. NO WARDENS, GROUP LEADERS, MONITORS OR OCCUPANTS SHOULD REMAIN ON THE FLOOR FOR MORE THAN TWO MINUTES.  ALL OCCUPANTS SHOULD BE IN THE SAFETY OF THE STAIRWELL AND ON THE WAY TO THE OUTSIDE AREAS OF SAFE REFUGE WITHIN THE TWO-MINUTE STANDARD OF GOOD PRACTICE.

BEFORE THE FIRE
Under the supervision of the Fire Safety Director:

SINGLE EMPLOYER/TENANT FLOORS OR SINGLE DEPARTMENT FLOORS:  Each employer/tenant or department must select a floor Warden, Stairwell Monitors (one for each stairwell), Search Monitors and Traffic Monitors.

MULTI-EMPLOYER/TENANT FLOORS:  Each employer/tenant must select at least one Suite Warden, Group Leader and alternates.   One Group Leader should be assigned for every 10 – 15 employees.

Assign two Monitors to assist any occupant who is physically challenged.  An occupant who is physically challenged is anyone who will need assistance down the stairs.  Instruct these monitors in stairwell safety for physically challenged occupants.  See the “Charts” section of this manual for safe stairwell procedures.

Prepare and maintain a current employee roster and keep the roster readily available at all times.  Maintain a current list of all occupants who are physically challenged, their location of their work area and the nature of their condition.

Instruct all occupants within your tenant area about:

√
EMERGENCY EVACUATON PROCEDURES.

√
THE LOCATION OF OUTSIDE AREAS OF SAFE REFUGE.

√
THE LOCATION OF THE EMERGENCY EXITS.

√
SAFE STAIRWELL PROCEDURES.

√
THE LOCATION AND USE OF manual pull stations and fire extinguishers.

√
THE LOCATION OF FIRST AID KITS.

√
MAKE SURE ALL OCCUPANTS are familiar with the responsibilities and duties of Suite/Floor Wardens and Monitors.  Review this information at least once per quarter with all the occupants in your charge.

Instruct all new employees:

√
ALL NEW EMPLOYEES shall be instructed within 14 days of employment.

√
APPRISE ALL EMPLOYEES of the fire hazard of the materials and processed to which they are exposed.

√
AFTER ALL FIRE DRILLS/BUILDING EMERGENCY EVACUATION PROTOCOLS, complete Fire Drill/Building Emergency Evacuation Protocol Report Form (see Forms section of this manual).

√
KNOW THE FLOOR PLAN in your area and all areas within your office space that will need to be searched.

√
BE PREPARED TO COMMUNICATE STATUS REPORTS to Fire Safety Director/Security regarding the emergency.

√
AT LEAST ONCE PER QUARTER review these emergency procedures with all Monitors and alternate Suite/Floor Wardens.  Assign new Monitors and alternates as necessary.

√
DEVELOP AWARENESS FOR SAFETY CONDITIONS, fire violations and potential hazards.   For example:  stairwell or corridor doors blocked open, improper lighting, frayed cords, overloaded outlets, obstructed halls and corridors, trash build-ups, etc.  Use the Fire Prevention Checklist located in the Forms section of this manual.

DURING A FIRE
Upon notification of an emergency (by occupant or if you discover a fire).  

√
CALL THE FIRE DEPARTMENT (9-1-1) or verify that the Fire Department has been called from a safe location outside the building.  Give exact location and all known facts about the smoke or fire.  Contact the Fire Safety Director and make a report.  Make these calls from a safe location.
√
MAKE SURE ALL MONITORS are conducting their emergency assignments.  If the Monitor cannot be found, assign a responsible occupant to perform any necessary duties.

√
QUICKLY ASSESS conditions in your immediate area:

· Make sure the area is clear.
· Close all doors to confine the fire.

· EVACUATE!
√
DIRECT ALL OCCUPANTS TO A SAFE STAIRWELL to begin evacuation procedures.  Check doors for heat and smoke before opening.  Verify all occupants have evacuated.  On Multi-employer/tenant floors, the Suite Warden is responsible for searching their tenant area and restrooms.  On single employer/tenant floors, Search Monitors are responsible for checking their floor; Floor Wardens should verify Search Monitors have cleared the floor.  DO NOT take more than two minutes to complete these tasks!


UNLESS INSTRUCTED OTHERWISE:  UPON HEARING THE ALARM ALL OCCUPANTS WILL EVACUATE THE BUILDING AND PROCEED TO AN OUTSIDE AREA OF SAFE REFUGE.  ALL OCCUPANTS WILL WAIT AT THE OUTSIDE AREA OF SAFE REFUGE FOR FURTHER INSTRUCTIONS.

√
AT THE OUTSIDE AREA OF SAFE REFUGE, use your current employee roster to determine if any of the occupants in your charge are missing.  Ask if anyone knows if anyone is missing.  If anyone is missing, report the last KNOWN location of the occupant within the building to Building Management Staff or Fire Department Personnel.  Also report the location of any occupants who are physically challenged.  Give the nature of the physical challenge and the exact location within the stairwell.  EXAMPLE:  a man in a wheelchair is in the stairwell landing on the 4th floor in Stairwell #2.

√
KEEP OCCUPANTS TOGETHER, quiet, and calm.  Remain with occupants and await further instructions.

REMEMBER:  The building’s fire alarm sound is a loud “WHOOP” that sounds on FLOOR OF DEVICE ACTIVATION AND AT GROUND LEVEL LOBBY.  The occupants’ procedures are:  upon hearing the alarm, all occupants will walk down the stairwells, evacuate the building and proceed to an Outside Area of Safe Refuge.

REMEMBER:  IF YOU HEAR THE FIRE ALARM, BEGIN YOUR EMERGENCY PROCEDURES.  ASSUME ALL ALARMS ARE REAL.
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