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1.0 INTRODUCTION 

 
The Ontario Fire Code requires the establishment and implementation of a fire safety plan for 
all buildings containing, institutional occupancies, under Section 2.8. 
 
The fire safety plan is written to maximize the life safety of building occupants in the event of 
a fire, by maximizing efficient utilization of the building’s life safety equipment, and the duties 
of the building owners, supervisory staff and building occupants in the event of a fire.  
 
This plan is required to be approved by the chief fire official for the Toronto Fire Services. Any 
changes within the building must be reflected in the fire safety plan.  Any changes to this plan 
must be submitted for approval by Toronto Fire Services.  
 
To achieve maximum efficiency for the building’s fire safety plan, the owner and designates 
(administrator, managers, and supervisory staff) must review and utilize the applicable 
sections of the fire safety plan authorizing the designated responsibilities. 
 
The Ontario Fire Code (0. Reg. 388-97) “as amended” 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 offense, and on conviction is liable to 
a fine of not more than $50, 000.00 or to imprisonment for a term of not more than one year, 
or to both,” also, “where a corporation is convicted of an offense under” the above “the 
maximum penalty that may be imposed upon the corporation is $100,000.00.” 
The Ontario Fire Code (o. Reg. 388-97) “as amended” is the provincial regulation governing 
all aspects of fire prevention and protection, within the province of Ontario.  This code requires 
the owner to be responsible for carrying out the provisions of this code, and defines “owner” 
as “any person, firm, or corporation controlling the property under consideration.” 
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1.1 APPROVED LOCATION 
The approved location for the fire safety plan is at the main front entrance of the building. 
 
1.2 ALTERATIONS TO THE PLAN 
In the event of changes to staff members or within the building, which would necessitate 
alterations in the contents of this plan, it is the responsibility of the owner to ensure that the 
adjustments are completed and that all supervisory staff are provided with the adjustment. At 
least two copies of each revised page must be forwarded to Toronto Fire Services, Fire 
Prevention Division, for review and approval prior to implementing changes to this plan. 
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REACT 
 

UPON DISCOVERY OF FIRE OR SMOKE 
 

REMOVE PERSONS IN IMMEDIATE DANGER IF POSSIBLE 
 

ENSURE THE DOOR(S) IS CLOSED TO CONFINE THE FIRE AND SMOKE 
 

ACTIVATE THE FIRE ALARM SYSTEM USING THE NEAREST PULL STATION 
 

CALL THE FIRE DEPARTMENT 9-1-1 
 

TRY TO EXTINGUISH THE FIRE OR CONCENTRATE ON FURTHER EVACUATION 

 
 2.0  IF YOU HEAR THE FIRE ALARM 
Follow your designated instructions in the case of an alarm.  Proceed to the communication 
centre on your floor or the reception desk on the main floor. 
Follow the instructions provided over the emergency voice communication system. 
Be available to assist in evacuating residents as required. 
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3.0 AUDIT OF BUILDING RESOURCES 
LOCATION:      60 RICHVIEW ROAD 
      TORONTO, ONTARIO 

ONE BLOCK NORTH OF EGLINTON AND ONE 
BLOCK WEST OF SCARLET ROAD 

 

BUILDING CONSTRUCTION:    NON-COMBUSTIBLE 
 

BUILDING HEIGHT:    4 STOREYS 
 

BUILDING AREA:    100,000 FT ² 
 

BUILDING FACES:    1 STREET (RICHVIEW ROAD) 
 

MAJOR OCCUPANCY:   B-2 (INSTITUTIONAL) LONG TERM CARE 
 

FIRE SEPARATION BETWEEN FLOORS 2 HOURS 
 

FIRE RESISTANCE RATING OF ROOF:  0 HOURS (SPRINKLERED) 
 

AUTOMATIC SPRINKLER SYSTEM:  PROVIDED 
 

TWO-STAGE FIRE ALARM SYSTEM: PROVIDED 
 

VOICE COMMUNICATIONS:   PROVIDED 
 

SMOKE CONTROL:    PROVIDED 
 

FIRE FIGHTERS ELEVATOR:                     PROVIDED 
 

EMERGENCY POWER:   PROVIDED 
 

AUTOMATIC FIRE PUMP:                           PROVIDED 
 

AUTOMATIC FIXED  
EXTINGUISHING SYSTEM:                        PROVIDED 
 

GAS SHUT-OFF VALVES:    MAIN SHUT-OFF VALVE LOCATED AT THE  
      EAST ELEVATION BY THE LOADING DOCK. 

SECONDARY SHUT OFF VALVE LOCATED IN 
THE BASEMENT CORRIDOR BY THE LAUNDRY 
ROOM 
AUTOMATIC SHUT OFF VALVE FOR KITCHEN 

 

MAIN POWER DISCONNECT:  MAIN ELECTRICAL ROOM BASEMENT 
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3.1 CONSTRUCTION: 
The building is used as a long term care facility for seniors.  
The building is constructed of poured concrete slabs, with brick siding. The building is built as 
per Ontario Building Code as non-combustible construction. 
 
3.2 FLOOR CONFIGURATION 
Basement 
The Basement consists of one ‘L’ shaped hallway running between the two exit stairwells.  
This floor is used for building services including laundry, maintenance workshop, staff lounge, 
storage, electrical, mechanical, fire pump, generator, locker rooms, bell telephone, elevator 
mechanical rooms and office space. 
In addition an unoccupied crawlspace is provided on the inside of the ‘L’ shaped hallways.  
The crawlspace is accessible from the maintenance workshop. 
Access to this area is provided via the two exit stairwells or Elevator #1. 
Main Floor 
The Main Floor is comprised of public (common) areas including the chapel, 
dining/conference, hair salon, gift shop and winter garden.  Administrative offices, receiving, 
main kitchen are also located on this floor area.   
The floor space is arranged around an open courtyard.  The open courtyard is not considered 
an exit from the facility and will not be used as a refuge in the event of a fire. 
A natural gas service is provided on the back patio for barbeque use. 
2nd And 3rd Floors 
 The 2nd and 3rd Floors are resident home care floors and are arranged in a circular fashion 
around the open courtyard.  There are two fire doors on each floor dividing the floor areas 
into an east and west wing. 
On each floor there are; 
 6 Private Rooms (one Resident), 
 16 Semi Private Rooms (one resident per room with shared bath), 
 19 Standard Rooms (two residents per room), 
 For a total of 60 possible residents per floor. 
In addition, a number of service rooms are provided including shower/tub, storage, recreation, 
housekeeping, and electrical/mechanical. 
On the northwest corner of the floors is the main communication centre, dining, lounge and 
food service area. 
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4th Floor  
The 4th floor is a secure resident home care floor and is also arranged in a circular fashion 
around the open courtyard.  There are three fire doors separating the floor into the east wing, 
west wing and northwest/dining wing.  
On the 4th floor there are; 
 26 Private Rooms, 
 2 Semi Private Rooms, 
 1 Standard Room, 
 For a total of 32 possible residents. 
In addition, a number of service rooms are provided including shower/tub, storage, recreation, 
housekeeping, offices and electrical/mechanical. 
On the northwest corner of the floors is the main communication centre, dining, lounge and 
food service area and access to an open air terrace 
The terrace will not be considered a refuge in the event of a fire. 
 
3.3 FIRE DEPARTMENT ACCESS:  
Fire department access is gained from the main entrance to the building. The main entrance 
is on the south face of the building. 
Alternate fire department access is from the east side of the building at the loading docks. 
 
3.4 FIRE ROUTE: 
The fire route enters the property at two points from Richview Road providing fire department 
access to the main entrance, east and west side of the facility.   
 
3.5 FIRE HYDRANTS: 
Municipal fire hydrants (3) are located along Richview Road; 

Two on the south side of Richview Road across from the facility. 
One on the north side of Richview Road 100 meters west of the facility. 

 
3.6 FIRE DEPARTMENT CONNECTION:  
The fire department connection for both sprinkler and standpipe is located at the south east 
corner of the facility. 
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3.7 SPRINKLER SYSTEM:  
The building is provided with an automatic wet sprinkler system. The sprinkler system is 
installed throughout the building. The main sprinkler control valve is located in the basement 
Fire Pump Room. 
Activation of a sprinkler head will provide water to the activated sprinkler head and will cause 
an alarm to sound on the fire alarm panel as well as transmit a signal to Toronto Fire Services 
by means of a fire alarm monitoring service (Siemens Fire Alarm Service, System Number 
880053). 
 
3.8 STANDPIPE: 
The building is provided with a standpipe system providing water for the fire fighting on all 
levels of the building.  Three risers are provided.  Fire hose cabinets are located at these 
locations; 
 On the Basement Level  
  North West – By Stair #1 
  North East – By Service Elevator 
  South East – By Stair #2 
 On the Ground Floor Level 
  North West – By Boardroom 
  South West – By Reception 
  South East – Hallway on East Side of Courtyard 
 On the Second Floor 
  North West – By Stair #1 
  South West – By Room # 270 
  South East – By Stair #2 

On the Third Floor 
  North West – By Stair #1 
  South West – By Room # 370 
  South East – By Stair #2 
 On the Fourth Floor 
  North West – By Stair #1 
  North East – By Room #457 
  South West – By Room #418 
  South East – By Stair #2 
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3.9 FIRE PUMP:  
A fire pump is provided for the building to ensure an adequate supply of water is provided for 
the standpipe system.  The sprinkler suppression system is fed directly by city water pressure 
only. 
The fire pump is electric and is provided with emergency power from the on-site generator.  
The pump is a centrifugal type pump and has been sized to meet fire protection requirements. 
 
3.10 EXIT LOCATIONS 
Ground floor exiting is provided along all sides of the building. Exiting is provided from the 
main lobby area as well as the dining/multi-purpose room, boardroom area, kitchen and 
receiving area.  Exiting is provided from upper floors as well as the ground floor from two 
separated stairs. One stair exits at the South East and the other at the North face of the 
building. 
 

 Basement: 
Number of exits available: Two (2) 
o Location # 1: Stairwell # 1 – Northwest  
o Location # 2: Stairwell # 2 -  Southeast       

 

 Main Floor (First): 
Number of exits available: Six (6) 
o Location # 1: Main entrance on south side of building facing Richview Road 
o Location # 2: Door at southwest side by reception 
o Location # 3: Door at northwest side by boardroom 
o Location # 4: Stairwell #1 door at centre north side of building off of 

dining/multi purpose room 
o Location # 5: Door at centre of east side of building beside kitchen/loading  

dock area  
o Location # 6:Stairwell #2 door in front of building south west side 

 

 Second Floor: 
Number of exits available: Two (2) 
o Location # 1: Stairwell # 1 Northwest 
o Location # 2: Stairwell # 2 Southeast 
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 Third Floor 
Number of exits available: Two (2) 
o Location # 1: Stairwell # 1 Northwest 
o Location # 2: Stairwell # 2 Southeast 

 

 Fourth Floor: 
o Number of exits available: Two (2) 
o Location # 1: Stairwell # 1 Northwest 
o Location # 2: Stairwell # 2 Southeast 

 
 
3.11 VOICE COMMUNICATION SYSTEM:  
The Central Alarm and Control Facility (CACF) is provided with emergency voice paging 
system. The system is designed so that selected floors or all call can be activated. After the 
initial one minute inhibit period when the microphone is depressed the tones from the fire 
alarm system will stop sounding while the microphone remains depressed. After releasing the 
microphone the tones from the fire alarm will continue. 
A supplementary microphone for the voice paging system is located adjacent to the 
annunciator located at the main entrance. 
 
3.12 FIRE FIGHTER TELEPHONES:  
Fire fighter telephones are provided on each floor level and are located adjacent the stairs 
and exits. Activation of a phone on an upper level will cause indication at the CACF to its 
activation. 
 
3.13 TWO-STAGE FIRE ALARM SYSTEM:  
The building is provided with an Edwards EST3 two-stage fire alarm system.  
The CACF is located adjacent to the reception desk on the west side of the ground floor.  
Annunciator panels are located at the main entrance, reception desk and communication 
centers on the three resident floors (2nd, 3rd and 4th floors). 
The system is comprised of manual pull stations located at all exit doors. The fire alarm 
system is provided with smoke detectors located in resident rooms, corridors, common rooms 
and stairs. There are also duct smoke detectors installed in the air handling system.   
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TWO-STAGE FIRE ALARM SYSTEM: (Continued) 
Sprinkler flow switches are also connected to the fire alarm panel as well as low pressure and 
gate valve supervisory switches.  
The fire alarm control panel operates on 24 v dc. The audible devices for this system are from 
speakers which generate tones. The first stage of the fire alarm system is the alert stage, the 
second, faster sounding stage is the evacuation stage. 
The fire alarm panel is connected to the emergency generator allowing the fire alarm panel 
to operate in the event of a power failure.  Failure of the ac power supply will cause a trouble 
to be indicated on the panel.  
 
3.14 SMOKE CONTROL: 
The building is provided with smoke control equipment. Smoke control equipment includes 
stairwell smoke evacuation fans and basement smoke evacuation fans. These devices will 
operate upon activation of the fire alarm system. The fans can also be operated manually at 
the CACF. Smoke control measures also include door hold open devices located on fire 
compartment doors located on the resident levels that are designed to release upon activation 
of the fire alarm. 
 
3.15 FIRE FIGHTERS ELEVATOR:  
The building is provided with four elevators. Three of the elevators (#2, #3 and #4-glass 
elevator) are located on the ground floor past reception, behind the atrium, adjacent to Stair 
#1. These elevators provide service from the ground floor to the 4th floor.  An additional service 
elevator (#1) is located near the east end of the ground floor by the receiving/kitchen area 
and provides service from the basement to the 4th floor. 
All elevators will automatically recall to the ground floor in the event of a fire alarm. Although 
the Fire Department can use any elevator using the designated elevator key, Elevator #1 is 
designated as the fire fighter’s elevator as it is the only elevator connected to the back-up 
generator during a power outage.  
 
3.16 EMERGENCY POWER: 
Emergency power is provided to the building via a diesel powered generator located on the 
basement level of this facility. The generator is designed to provide emergency power to 
lighting, elevators, fire alarm control panel, emergency voice communications and other 
designated services in the building. The fuel supply for the generator is provided by a ULC 
listed tank (455 l).  The tank is provided with secondary containment.  
Designated lighting is provided throughout the facility via the generator. 
Two battery pack emergency lighting are provided for the generator room and electrical room. 
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3.17 EXIT SIGNS 
Exit signs are provided at all required exit doors, additional directional exit signs are provided 
for floor areas where a clear view of the exit may be obstructed. All exit signs are internally 
illuminated and are provided with emergency power. 
 
3.18 PORTABLE FIRE EXTINGUISHERS  
There are multipurpose fire extinguishers located at all fire hose cabinets adjacent to exits. 
Additional portable fire extinguishers are provided for mechanical equipment rooms. 
Locations can be identified on schematic drawings provided. 
A Class K type portable fire extinguisher compatible with the kitchen suppression system is 
provided adjacent the exit door from the kitchen. 
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4.0 AUDIT OF HUMAN RESOURCES 
 
FROM THE ONTARIO FIRE CODE 
 
41. 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. 
 
4.2 SUPERVISORY STAFF: 
Means those occupants of a building who have some delegated responsibility for the fire 
safety of other occupants under the fire safety plan and may include the fire department where 
the fire department agrees to accept these responsibilities. 
 
SUPERVISORY STAFF shall be instructed in the fire emergency procedures as described in 
the fire safety plan before they are given any responsibility for fire safety. 
 
SUPERVISORY STAFF shall be available on notification of a fire emergency to fulfill their 
obligation as described in the fire safety plan. It is not necessary that all supervisory staff be 
in the building on a continual basis. 
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 FACILITY OWNER ST. DEMETRIUS DEVELOPMENT CORPORATION 
     60 RICHVIEW ROAD, 
     TORONTO, ONTARIO, M9A 5E4 
     416-243-7653 
 
 

EXECUTIVE DIRECTOR   416-243-7653   Ext. 0874 
 

MANAGER OF SUPPORT SERVICES 416-243-7653  Ext. 0830 
 

MANAGER OF QUALITY, EDUCATION 416-243-7653  Ext. 0832 
AND ORG. DEVELOPMENT  
 

DIRECTOR OF CARE   416-243-7653  Ext. 0837 
 

MANAGER OF FOOD SERVICES  416-243-7653  Ext. 0840  
 

MANAGER OF PROGRAMS  416-243-7653  Ext. 0833 
 

SENIOR MAINTENANCE TECH  416-243-7653  Ext. 0826 
 

FACILITY CHARGE NURSE  416-697-8357   
 

DIRECTOR HR & FINANCE  416-243-7653  Ext. 0834 
 
DIRECTOR, DEVELOPMENT AND 416-243-7653  Ext. 0844 
COMMUNITY ENGAGEMENT 
 

 
EMERGENCY AFTER HOURS PHONE NUMBERS ARE AVAILABLE AT THE 
RECEPTION DESK AND EACH NURSING STATION. THE EMERGENCY FAN 
OUT PACKAGE IS AVAILABLE IN THE YELLOW EMERGENCY SUITCASE, 

LOCATED IN THE SERVER ROOM NEAR RECEPTION. 
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IN THE EVENT OF AN EMERGENCY SUPERVISORY STAFF ARE 
CONTACTED UTILIZING A FAN OUT LIST INCLUDED WITH THIS 

DOCUMENT AS AN ADDENUM.  THE FAN OUT LIST WILL BE 
UPDATED AS CHANGES IN STAFFING AND RESPOSIBILITIES 

OCCUR. 
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4.3 RESPONSIBILITIES OF SUPERVISORY STAFF 
 
Every supervisor/manager has a clearly defined role and the authority to respond 
appropriately.  
 
 
 
 
 

 
 
 
 
 
 

Training for all staff members is organized and is conducted at least annually. 
 
Training of all supervisory staff is the responsibility of the owner and/or his/her designate. 
 

  

ALL NEW STAFF RECEIVE TRAINING 
 

IN THE 
 

FIRE EMERGENCY PROCEDURES 
 

BEFORE RESPONSIBILITIES ARE DELEGATED 
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4.4 OWNER/FACILITY MANAGER/EXECUTIVE DIRECTOR RESPONSIBILITIES 
 
Ensure the applicable test, check, and inspection requirements of the building’s life safety 
systems are performed. 
 

Ensure a fire safety plan is developed, approved and fully implemented. 
 

Ensure that the fire safety plan is maintained and updated as required. 
 

Ensure a sufficient number of alternates are designated and trained to act in supervisory 
capacity in the event that the appointed supervisor/manager is absent from the building. 
 

Ensure that all staff receive appropriate training in the use of existing fire protection equipment 
and actions to take when responding to a fire emergency.  
 

Ensure that fire drills involving all staff are held at least three times monthly. It is advantageous 
to have these drills activated in various locations at different times. A sufficient number of fire 
drills must be held to ensure all shift supervisory staff participate. 
 

Adequate records of all staff training and fire drills must be kept for future reference. 
 

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

 
4.5 DIRECTOR OF CARE RESPONSIBILITIES 
 

Identify and establish a plan for residents who require assistance to evacuate due to physical 
or mental disabilities. 
 

Ensure all hallways and stairwells are kept clear of storage, debris and equipment (such as 
medication carts, wheel chairs and appliances and tools used by housekeeping and 
maintenance). 
 

Ensure stairwell doors and doors in other fire separations are kept closed except where 
approved hold-open devices are provided as on the dining room and fire separation doors. 
Do not allow anyone to interfere with self-closing device on any door. 
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4.6 MANAGER 0F FOOD SERVICES RESPONSIBILITIES 
 

Ensure that cooking equipment and appliances are maintained in good working order. 
 

Ensure that all grease filters in hoods and duct systems serving cooking appliances are 
cleaned regularly. 
 

Ensure that the fixed automatic extinguishing systems are maintained and tested in 
accordance with the fire code. 
 

4.7 MANAGER OF SUPPORT SERVICES RESPONSIBILITIES 
 

Ensure that commercial housekeeping equipment is maintained in good working order. 
 

Ensure housekeeping equipment does not block or otherwise obstruct exit paths. 
 

Ensure that cleaning/laundry chemicals and materials are safely stored. 
 

Ensure that commercial laundry equipment is maintained in good working order. 
 

Ensure that all duct systems and dryer drums are cleaned of lint and combustible residue 
disposal. 
 

Ensure that flammable or combustible liquid saturated rags are only cleaned off-site.  
 

Ensure that laundry staff know how to shut down the drying equipment safely. 
 

Ensure that all fire protection equipment and building features such as fire separations, 
emergency lighting, fire alarm systems, sprinkler systems, standpipe systems, fire 
extinguishers, fixed extinguishing systems and voice communication systems are checked, 
tested, inspected and maintained in accordance with parts 2, 6 and 7 of the fire code and all 
applicable standards referenced therein. 
 

Ensure that magnetic locking devices, if installed on exit and access to exit doors, release 
upon activation of the fire alarm and adjacent manual pull stations. 
 

Maintain permanent records of all fire equipment inspections, tests and maintenance as 
required by the Ontario Fire Code. 
 

Ensure access roadways, fire routes, hydrants and pumper connections are accessible to the 
fire department and are clear of all obstructions. 
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4.8 ALL SUPERVISORY STAFF MUST ENSURE THAT:  
 
They are aware of their responsibilities upon discovery of a fire, or upon hearing the fire alarm.  
 
Stairway doors are kept in the closed and latched (locked) position at all times. 
 
Doors that separate floors into fire safety zones are kept closed and latched at all times, 
unless designed to close automatically upon activation of the fire alarm. 
 
Self-closing devices attached to doors are not disengaged or rendered inoperable. 
 
Doors on hold-open devices in fire separations close automatically upon activation of the fire 
alarm.  
 
Stairways, landings, hallways, passageways and exits are kept clear of any storage or other 
obstructions. 
 
Combustible waste and debris accumulations are restricted to designated storage areas 
within the building.  
 
They understand what each type of fire alarm signal means and how to initiate the fire alarm 
from anywhere in the facility. 
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5.0  INSTRUCTIONS TO SUPERVISORY STAFF 
 
5.1 EMERGENCY CAPTAIN (INCIDENT MANAGER) RESPONSIBILITIES DURING A 

FIRE EMERGENCY 
 

Ensure that Toronto Fire Service has been called 9-1-1. 
 

Co-ordinate the evacuation, assembly and relocation of all residents to safe areas of the 
building. 
 

Meet Toronto Fire Service and ensure that they have access to the building and are provided 
with master keys.  Keys and this copy of the fire plan are located in the white box located 
directly outside the main front door, labeled ‘Fire Safety Plan’.  In the event of an actual 
emergency the fire department will remove the lock from the box using bolt cutters. 
 

Direct Toronto Fire Service to fire alarm panel and central control system and assist them 
with the operation of these systems. 
 

Co-ordinate the transportation of all residents and their personal and medical records to other 
facilities, if needed. 

 
5.2 SWITCHBOARD/RECEPTION RESPONSIBILITIES DURING A FIRE 

EMERGENCY 
  

If any calls received internally indicating the location of the fire notify Toronto Fire Service.  
Do not depend on the outside fire alarm monitoring to contact Toronto Fire Service.  Provide 
Toronto Fire Service with the street address, location of the fire in the building and any other 
information they request. 
 

Provide voice communication messages as instructed by the fire safety plan, management 
and the fire department, 
 

At the direction of a Director or delegate activate procedures to summon off-site staff to the 
facility (using “fan-out list”). Assist with the evacuation, assembly and relocation of residents, 
including arranging for alternate accommodation and transportation. 
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5.3 EMERGENCY CAPTAIN NIGHT (INCIDENT MANAGER) RESPONSIBILITIES 
DURING A FIRE EMERGENCY 

Undertake owner/manager responsibilities until they arrive on site. 
 

Report to the CENTRAL Alarm and Control Facility (at Reception) and put on Orange Vest 
identify designation as Incident Manager/Emergency Captain. Undertake operation of the Fire 
Alarm System.  Supervise and direct the evacuation, assembly and relocation of all visitors 
and residents. 
 

Inform arriving Toronto Fire Service of any residents, visitors or staff who require assistance 
or rescue. 
 

During night time hours the SECOND FLOOR charge nurse is designated as Incident 
Manager/Emergency Captain and shall designate duties to staff as required to fulfill obligation 
of designated staff not on site during night time hours. 
 

5.4 MANAGER OF SUPPORT SERVICES RESPONSIBILITIES DURING A FIRE 
EMERGENCY 

Upon discussion with the Emergency Captain (Incident Manager); 
 

Meet arriving Toronto Fire Service if available. 
 

Upon request, provide Toronto Fire Service with master keys from all the areas and rooms in 
the building. 
 

Provide floor plans that show the locations of exits and all fire protection equipment. 
 

Upon request, direct Toronto Fire Service to the location of the fire alarm and voice 
communication systems, sprinkler system control valves, natural gas shut-off valves and 
hydro disconnects. 
 

At the direction of the Toronto Fire Service, initiate the smoke control system, emergency 
power systems and firefighters’ elevators. 
 

At the direction of Toronto Fire Service, transmit special instructions to residents, visitors and 
staff via the voice communication system. 
 

Be available to assist Toronto Fire Service. 
 

Upon request, direct Toronto Fire Service to the location of the fire as indicated from the fire 
alarm control panel. 
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5.5 FOOD SERVICE MANAGER AND KITCHEN/DIETARY STAFF RESPONSIBILITIES 
DURING A FIRE EMERGENCY 

 

Assist anyone in immediate danger to evacuate the kitchen/servery areas. 
 

Manually activate the automatic extinguishing system, if required. 
 

Shut off electrical and gas equipment, cooking equipment, coffee-pots, etc. in a safe manner. 
 

Close doors to the kitchen to confine the smoke and fire. 
 

Ensure the fire alarm system has been activated. 
 

Notify the switchboard of the fire condition. 
 

Assist in assembly and relocation of residents and visitors. 
 
5.6 LAUNDRY STAFF RESPONSIBILITIES DURING A FIRE EMERGENCY. 
 

Shut off electrical and gas laundry cleaning and drying equipment in a safe manner. 
 

Ensure that all doors are closed when evacuating the laundry room. 
 

Assist in the assembly and relocation of residents and visitors. 

 
5.7 ALL STAFF RESPONSIBILITIES DURING A FIRE EMERGENCY. 
 

Follow their specific protocols and internal policies in the event of any emergency in their work 
area. 
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6.0 OPERATION OF FIRE PROTECTION SYSTEMS 
 

FIRE ALARM SYSTEM 
 
6.1 MANUAL PULL STATIONS 
 
The building is provided with 2 stage manual pull stations at all exits. The 1st stage (alarm 
stage) or ‘Code Red’ is initiated by pulling the front of the pull station out towards you. The 
2nd stage (evacuation stage) or ‘Code Green’ is initiated by inserting the designated 2nd stage 
key into the key switch located on the pull station and turning the key to the right. 
 
6.2 SMOKE DETECTORS 
 
The building is provided with ionization type smoke detectors. These detectors operate 
automatically initiating a signal to the fire alarm control panel when the device is in the alarm 
condition. 
 
Rate of rise heat detectors are provided in key locations throughout the facility. 
 
Duct type smoke detectors are also provided for the air handling system for the building. 
These detectors operate automatically initiating a signal to the fire alarm control panel when 
the device detects a smoke condition in the air handling system. The device also contains a 
remote led device that illuminates when the device is in the alarm condition. 
 
6.3 SPRINKLER FLOW SWITCH 
 
Operation of a sprinkler head causing a water flow will cause an alarm on the fire alarm control 
panel by means of a water flow switch. These switches may also be activated for testing by 
means of the inspectors test connection. 
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6.4 COMMERCIAL COOKING EXTINGUISHING SYSTEM 
 
Operation of the extinguishing system may be performed either manually by means of the 
designated pull station located in the area of the cooking equipment, or automatically by the 
melting of fusible links located in the hood above the cooking equipment. Manual activation 
occurs by pulling the pin at the pull station, pulling the pull station ring towards you. Automatic 
activation occurs by the melting of the fusible links at a pre determined temperature 
corresponding to a fire condition. Either type of activation method will cause the extinguishing 
agent to be released from nozzles located over designated cooking equipment, as well as 
into the hood and ductwork above the cooking equipment. Activation of the extinguishing 
system will also send a signal to the fire alarm system, causing an alarm condition. 
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ALARM CONDITION 
 

6.5 AIR HANDLING SYSTEM SHUTDOWN 
Upon a fire alarm, the air handling system is designed to shut down. 
 

6.6 FAN PRESSURIZATION 
Upon activation of the fire alarm system the two stairwell shaft pressurization fans will engage 
providing a positive pressure atmosphere for the stairwells. 
 

6.7 ELECTRO-MAGNETIC LOCKING DEVICES 
Upon fire alarm the magnetic locking and hold open devices installed at designated doors will 
disengage. The locking devices are designed to disengage upon signal from the fire alarm as 
well as a local fail safe, by means of the activation of the pull station provided at the 
magnetically locked door.   
 

6.8 ELEVATORS 
Upon alarm activation the elevators will return to first floor and the doors will open. Elevators 
#3 and #4 may be used for firefighting activities by means of service switches. The fire fighter 
elevator may be recalled to ground floor manually by means of a key switch located at the 
elevator lobby. The elevator car contains key switches to control the use of the elevator car 
once in service. To operate the car insert the designated elevator fire key and turn to the ‘ON’ 
position, then press desired button. To cancel a selection, push the “CALL CANCEL” button. 
To close the elevator car door push and hold the “DOOR CLOSE” button. To open the elevator 
car door, push and hold the “DOOR OPEN” button. To keep the elevator car door open, once 
open the “hold door” switch can be engaged. To automatically return the elevator car to the 
recall floor turn the elevator service switch in the car to the “off” position. All switches must be 
returned to the automatic position before normal operation of elevators may occur. 
 
 
 
 
 
 
 
 
 
 

 
 

 
USE OF THE ELEVATORS TO EVACUATE RESIDENTS MAY 

ONLY BE PERFORMED WITH THE EXPRESS CONSENT OF THE 
TORONTO FIRE SERVICE 
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6.9 FIRE MONITORING 
 
Upon activation of the fire alarm system, a signal will be automatically sent to an off site 
monitoring station, Siemens Fire Alarm Service - System #88053. The monitoring station will 
in turn contact the fire department, advising them of the alarm condition for this location. 
 
6.10 SPRINKLER SYSTEM 
 
The sprinkler system installed is a wet type sprinkler system. Upon an elevated heat condition 
the glass bulb or fusible link in the sprinkler head will disengage causing a water discharge 
from the affected sprinkler head. The sprinkler system is zoned by floor and individual floor 
areas . A control valve is provided for the system and for each floor. The valves are a butterfly 
type and are supervised by the fire alarm system. Closing a valve should only be performed 
under express authority from the fire department following a fire condition. The valve is 
provided with an indicator in line with the piping in the open position, and perpendicular with 
the piping in the closed position. Operation of the valve is by turning the valve handle. 
 
6.11 FIRE DEPARTMENT CONNECTION 
 
The building is provided with connections for fire department use. The connections are 
provided to allow the fire department to supplement the water supply to both the sprinkler and 
standpipe systems.  Connections are located at the south east corner of the building facing 
Richview Road. 
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6.12 FIRE HOSE CABINETS 
 
The building is provided with a standpipe system for use in fire fighting activities. The hose 
cabinets are provided with pre connected, 1 ½ inch hose for use by occupants in the event of 
a fire emergency. The hose is provided on a rack for easy removal. The hoses are provided 
with a water stop which allows the user to open the valve at the cabinet, allowing a partial 
charging of the hose. The hose is to be extended out its entire length and a firm pull on the 
hose releases the water stop, allowing full charging of the fire hose with a water supply to the 
nozzle. The spray pattern available at the nozzle can be adjusted by turning the outer ring on 
the nozzle.  
 

 
 
 
 
 
 
 
 

 
ONLY PERSONS WHO HAVE RECEIVED TRAINING IN THE USE 

OF A FIRE HOSE SHOULD ATTEMPT TO USE THIS 
EQUIPMENT. USE OF THE EQUIPMENT SHOULD ONLY BE 

ATTEMPTED ON AN “IF SAFE TO DO SO” BASIS”. 
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6.13 FIRE PUMP 

 
The building is provided with an electric fire pump which provides additional water and 
pressure to the sprinkler and standpipe systems. The pump is activated either automatically 
by means of a pressure switch, or manually by means of a button on the fire pump controller. 
The fire pump is provided with emergency power from the generator, for secondary power 
supply. The pump controller will switch over to secondary power upon detecting a failure of 
primary power. Activation of a sprinkler head or the opening of a fire hose will cause the 
activation of the fire pump upon a designated loss of pressure. 
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6.14 VOICE COMMUNICATION SYSTEM  
The building is provided with a voice communication system. The system allows voice paging 
to the entire building or individual floor zones. The paging system can be accessed via two 
separate microphones, one located at the Central Alarm and Control Facility (CACF) located 
at the Reception Desk and the other located on ANNUNCIATOR 1 located between the two 
front entrance doors.  Individual zone paging is only available at the CACF. 
To page the entire building on either microphone depress the “ALL CALL” button directly 
adjacent to the microphone, wait for a solid green indicator, then depress the talk button on 
the microphone and wait for a solid green light on “READY TO PAGE”.  Once both lights are 
solid green the message can be broadcast. 
At the CACF individual floor zone(s) can be paged by depressing the appropriate zone 
button(s) then the microphone talk button.  When both lights are solid green the message can 
be broadcast. 
In an alarm situation the alarm tones will stop during the announcement of the message.  
Once the message is complete and to resume the alarm tones release the talk button on the 
microphone and again depress the “ALL CALL” or individual Zone button.  Green lights should 
turn off. 
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6.15 FIRE ALARM OPERATION AND RESETTING INSTRUCTIONS 

 
In the event a detection device or manual pull station is activated the fire alarm will sound 
throughout the facility and an alarm indication will be displayed at two locations on the CACF 
and on all four remote annunciators. 
The CACF “Active Graphic” will illuminate a Red LED in the zone of the initiating device and 
a LED display on the Main Control Panel will indicate the description and exact location of the 
initiating device. 
The four remote annunciators will illuminate an LED indicating the zone of the alarm as well 
as a LED display showing the description and exact location of the initiating device. 
 

 
 
 

 
OPERATION OF ANY OF THE DETECTION DEVICES WILL CAUSE 

SIGNALS TO SOUND. 
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6.16 SILENCING OF SIGNALS 
 

Signal silencing cannot be performed until one minute of alarm sounding is completed. 
Depress “Signal Silence” button momentarily. Signals will silence and “Signals Silenced” LED 
will illuminate. 
 

6.17 RESET 
 

The detection device must be reset prior to resetting the fire alarm panel.  
Depress the “Reset” button, then release. The panel should be clear of all alarm indicators. 
The only indicator lit should be the green “Power” LED. In the event the panel does not go 
Green the fire protection company is to be called immediately. Additional measures indicated 

in this plan may also be required.  

 
 

NOTE: 
SILENCING AND RESETTING OF A FIRE ALARM SHOULD ONLY BE 
DONE AFTER A THOROUGH INVESTIGATION INTO THE CAUSE OF 
THE ALARM HAS BEEN DONE BY TORONTO FIRE SERVICE, AND 

THE ALL CLEAR IS GIVEN 
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6.18 TROUBLE 

 

A device in trouble will be indicated by an illuminated ‘yellow’ led on the Main Control Panel 
and you will hear a distinct ‘trouble signal’. 
You can silence the trouble sound by depressing the “Panel Silence” button.  
A trouble condition indicates the fire alarm system may not be fully operational as required by 
the fire code. 
A trouble condition must be corrected as soon as possible. A call will be placed to the fire 
protection maintenance company for service.  
 
ALTERNATIVE MEASURES TO COMPENSATE FOR NOT FULLY OPERATIONAL FIRE 
ALARM SYSTEM ARE REQUIRED.  
 
61.9 BYPASS  
 
Several bypass buttons are provided on the Main Control Panel to accommodate the 
regular testing of the system. 
These include; 
Signal Bypass, to prevent the alarms from sounding during testing. 
Mag Lock Bypass, to prevent the mag locks from disengaging during testing. 
Sprinkler Bypass, to prevent the suppression sprinkler system from initiating alarms during 
testing. 
Auxiliary Bypass, to prevent the elevators and smoke exhaust fans from being affected by 
testing. 
An additional Exhaust Fan “On”, “Off” is provided for convenience. 
Upon activating any of these bypasses the Fire Alarm will automatically indicate a “Trouble” 
signal.  
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7.0 EVACUATION PROCEDURES  

 
 
 
 
 
 
 
  
IN THE EVENT OF A FIRE 
 
7.1 CODE RED (Localized Evacuation) 
 
This evacuation consists of the room in which the CODE RED originated, the rooms on either 
side, and the room directly across.  
 
Upon discovery of fire or activation of the fire alarm, a “CODE RED” shall be initiated. 
 
All supervisory staff or their delegates shall be prepared for possible evacuation of the 
occupants of the building. 
 
Following the inhibit period of the fire alarm an announcement shall be made over the voice 
communications system indicating a fire alarm activation for a specified zone and room 
number. 
 
For example: “CODE RED, THIRD FLOOR, WEST WING, ROOM 333” 
 
The message is to be repeated three times. 
 
Designated supervisory staff or delegates will respond with caution to the alarm activation 
area. 
 
(The fire alarm is in 1st stage alert.) 

  

SAFETY PRECAUTION 
WHILE SUPERVISORY STAFF ARE DESIGNATED TO PERFORM 

DUTIES IN A FIRE EMERGENCY, THESE DESIGNATED DUTIES ARE 
CONTINGENT ON “IF SAFE TO DO SO BASIS” 



 
Emergency Response Plan 

IMS-FSP-1 PAGE 34 OF 55 June 2022 
 

7.2 CODE GREEN (Horizontal Evacuation) 
 

A Code Green Extended Horizontal evacuation is a complete evacuation of all people in the 
Fire Area beyond designated Fire Barrier Doors. Upon arrival of staff, if a fire condition is 
occurring that cannot be easily extinguished, and/or smoke is threatening the lives of 
occupants, the 1st stage of evacuating residents shall occur. The Emergency Captain 
(Incident Manger) shall be notified. 
 

The Emergency Captain (Incident Manger) or person in charge shall initiate a “CODE 
GREEN” 
 

An announcement shall be made over the voice communications system indicating relocation 
of residents is required. 
 

For example: “CODE GREEN, THIRD FLOOR, WEST WING TO EAST WING”. 
 

The message is to be repeated three times. 
 

Any available designated staff will proceed to the wing adjacent the fire occurrence wing to 
assist in the relocation of endangered residents. 
 

Relocating of residents to the other side of the fire doors should begin with the area of fire 
occurrence if possible, ensuring to close any doors to contain the fire. The room or area 
across from the fire should be evacuated next, followed by the rooms or areas on either side 
of the room containing the fire. 
 

This evacuation pattern should continue until all residents of the fire wing have been relocated 
to the adjacent wing of the building beyond the fire doors. 

 
 
 
 
If fire and/or smoke block passage of persons to the primary area of refuge, residents and 
staff may have to evacuate down the fire exit stairs on either side of the fire. (the fire alarm 
system remains in 1st stage alert) 

  

THE WING NEXT TO THE FIRE IS THE PRIMARY AREA OF REFUGE. 
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7.3 CODE GREEN STAT (Vertical Evacuation) 
 
A Code Green STAT, Vertical Extended Evacuation is a complete evacuation of all people on 
the fire floor in a vertically downward direction.  Descent should be made from the non-fire 
side of the building, or out of the building via the end exit farthest from the fire.  If it is found 
that the fire is not being contained and smoke is migrating into the primary area of refuge 
threatening the lives of residents and staff the Emergency/Incident Manager or person in 
charge shall initiate a “CODE GREEN STAT”. 
 

An announcement is made over the voice communications system indicating relocation of 
residents from the fire floor if required.  
 

For example: “CODE GREEN STAT, THIRD FLOOR EXIT VIA NORTH WEST STAIR 1” 
 

The message is to be repeated three times. 
 

All available designated staff will assist in the relocating of residents to a safe lower floor in 
the building. 
 

The elevators are not to be used in a fire condition, unless approved by the Chief Fire Official 
from Toronto Fire Services. 
 

All residents are to be evacuated down the designated exit stairs to a safe area below the fire 
floor. 
 

Relocation of residents should begin with the residents in immediate danger, followed by 
residents who are ambulatory, then residents in wheel chairs, followed by bedridden residents 
and then the relocation of uncooperative residents. 
 

Code Green Stat should take place at the discretion of Toronto Fire Services in consultation 
with the administrative representative. 
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7.4 TOTAL EVACUATION 
 

If it is found that the fire is out of control or fire, smoke or gases are threatening the lives of 
residents and staff if they were to remain in the building a Total Evacuation is necessary. 
 

The Commanding Officer of Toronto Fire Service in consultation with the Emergency/Incident 
Manager or person in charge, shall initiate a “TOTAL EVACUATION”.  
 

An announcement shall be made over the voice communications system, indicating to all 
occupants that the building is to be evacuated. 
 

For example: “TOTAL EVACUATION PROCEED TO YOUR NEAREST EXIT AND LEAVE 
THE BUILDING” 
 

The message is to be repeated three times. 
 

The fire alarm system shall be put into its second stage, by use of a designated key at a pull 
station or at the CACF. 
 

All residents and staff shall evacuate the building. (the fire alarm system is in 2nd stage 
evacuation). 
 

All residents and staff once evacuated shall gather at the ‘Rally Point’ directly across Richview 
Road on to the west of the garden area.  
 
All residents once evacuated from the building shall be assessed for injury to ensure residents 
who need attention first receive it as soon as possible. 
 

The chief fire official shall be made aware of any missing person(s). 
 

Residents are to be relocated to alternate sites, if safe to do so for temporary shelter. 
 
7.5 ALL CLEAR   
 

After the fire situation has been cleared and at the discretion of Toronto Fire Services an 
announcement shall be made over the voice communications system, indicating to all 
occupants to return to normal activities. 
 

For Example: “CODE RED IS ALL CLEAR” 
 

The message is to be repeated three times. 
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7.6 EVACUATION MARKERS 
 
To assist staff and emergency personnel in identifying rooms which have been searched and 
emptied of residents special door tags are utilized throughout the facility. 
 
 

 
  
 

In everyday normal operation of the facility the 
marker is in its down position 
 
 
 
 
 

 
During a fire alarm each room is checked for 
occupants.  Once the room is checked the tag is 
moved up to indicate to searchers that the room 
has been checked and is unoccupied. 
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8.0 FIRE DRILLS 
Prior to performing fire drills the chief fire official should be consulted. 
 

Fire drills shall take into consideration the fire hazards associated with an institutional 
occupancy.  
 

Fire drills shall also take into consideration the safety features of the building. (refer to section 
2 building audit). 
 

Fire drills shall take into consideration the desirable degree of participation of occupants other 
than supervisory staff; resident participation should be on a voluntary basis only. 
 

Fire drills shall also take into consideration the number and degree of experience of 
participating supervisory staff, supervisory staff are required to participate in fire drills. 
 

Supervisory staff should refer to their designated duties and responsibilities in sections 4 & 5 
of the fire safety plan. 
 

Subsection 2.8.3. of the Ontario Fire Code requires that procedures for conducting fire drills 
be implemented in the fire safety plan and that three fire drills be held at least monthly. 
 

The importance of being prepared must be stressed repeatedly.  Due to the nature of the 
emergency actions required of the staff in a fire or other emergency situation, fire drill 
practices must become an integral part of staff preparedness. 
 

The purpose of a fire drill is to ensure that all staff are familiar with the building’s overall 
evacuation procedures. Therefore, the owners and managers of institutional facilities must 
be aware of the benefits of holding monthly fire drills that involve all staff. 
 

Fire drills should also be used to provide additional training for staff by allowing them to 
become more familiar with use of the building’s fire safety systems. 
 

Supervisory staff should practice using the emergency voice communication system and 
other equipment where applicable during these fire drills to gain experience and confidence. 
 

It is very important that all personnel with specific responsibilities attend a debriefing meeting 
following every practice fire drill. This meeting is held to review the procedures and reactions 
of all participants. During the debriefing, problem areas can be identified and, if necessary, 
solutions to overcome any deficiencies in the facility’s fire safety plan can be discussed and 
corrected. 
 

Fire Drill procedures will be prepared in consultation with the Chief Fire Official. 
 



 
Emergency Response Plan 

IMS-FSP-1 PAGE 39 OF 55 June 2022 
 

8.1 FIRE DRILL RECORDS  
 
Fire Drill Assessment and Fire Alarm Report forms will be completed as record of each fire 
drill. Records of the fire drills are required to be kept for a minimum of 1 year following the 
drill. 

 

 

 
FIRE DRILLS SHOULD BE PERFORMED FOLLOWING THE DESIGNATED 

DUTIES OF SUPERVISORY STAFF AS LAID OUT IN SECTION FIVE OF 
THE FIRE PLAN. 
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9.0 COMBUSTIBLE MATERIALS 
 

A high standard of housekeeping and building maintenance are important factors in the 
prevention of a fire.  The following information on control of fire hazards is provided to assist 
in ensuring the building continually meets certain requirements of the Ontario Fire Code. 
 

 Combustible materials in the building shall not be permitted to accumulate in quantities 
or locations which will constitute a fire hazard. 

 Combustible materials shall not be permitted to accumulate in any part of a means of 
egress. 

 Greasy or oily rags, or materials subject to spontaneous heating, shall be deposited in 
a proper safety container or be removed from the premises. 

 Combustible materials shall not be stored on a roof or adjacent to any buildings so as 
to create a fire hazard to the building or its occupants. 

 Flammable liquids shall not be used for cleaning purposes. All flammable liquids are 
to be dispensed and stored in approved containers, 

 Schedule cleaning and maintenance of equipment as per manufacturers’ 
specifications. 

 Ensure cooking areas are clear of combustible materials. 

 Unsure lint traps and vents are cleaned on a regularly scheduled basis. 

 Ensure any malfunctioning equipment that may pose a fire hazard is reported to 
supervisory staff. 

 Ensure all staff, visitors and residents observe the buildings smoking policy. Provide 
safe disposal of smoking materials where required. 

 Ensure provisions are provided for any potential fire hazards as a result of activities 
performed by contractors or staff. 

 Ensure all cooking appliances are turned off after use. Ensure the use of extension 
cords is limited to a temporary and safe condition. 

 Ensure any equipment that indicated signs of electrical failure is repaired or replaced 
immediately. 

 Ensure the fire access route is maintained clear of all vehicles and obstructions. 

 Ensure no flaming type drinks or meals are permitted on location. 

 Ensure all exits remain clear at all times. 

 Ensure sprinkler heads remain unobstructed, maintaining a minimum 18 inch 
clearance from storage to the sprinkler head. 
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COMBUSTIBLE MATERIALS (Cont) 
 

 Ensure combustible decorations are not used in the building. 

 Ensure open flames and candles are not used in the building. 

 When cooking, ensure pot handles are turned inward to prevent spills. 

 Ensure grease cooking is only performed under supervised conditions, protected by 
the kitchen suppression extinguishing system. 

 Ensure fire protection equipment is not blocked, and is available for use. 

 
9.1 FIRE EXTINGUISHMENT, CONTROL AND CONFINEMENT 
 
 
 
 
 
 
 
Confining a fire in an enclosed space will keep the fire, smoke and fumes from entering into 
the remainder of the building. In many cases this can be accomplished by remembering to 
close the door when leaving the fire area. 
 

The production of toxic fumes in buildings makes firefighting rotationally dangerous, 
particularly if a large amount of smoke is being generated.  
 

Only after ensuring that occupants have been advised and Toronto Fire Service notified, and 
the area evacuated should an attempt be made to extinguish a fire. 
 

Only attempt to extinguish a fire if it is small enough to be extinguished using the extinguisher 
provided. 
 

Keep your back to an exit. Do not allow yourself to become trapped.  
 

If the fire cannot be extinguished, leave the area and confine the fire by closing all doors in 
the area. 
  

ATTEMPTING TO EXTINGUISH A FIRE IS A VOLUNTARY ACT. 
ONLY ATTEMPT TO EXTINGUISH THE FIRE IF YOU HAVE HAD 

TRAINING IN THE USE OF A PORTABLE FIRE EXTINGUISHER AND YOU 
ARE NOT ENDANGERING YOURSELF OR OTHERS. 
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Example of portable fire extinguisher instructions: 
 

P – PULL THE SAFETY PIN (USUALLY A TWIST-PULL ACTION) 
 

A – AIM (THE NOZZLE, HORN OR HOSE AT THE BASE OF THE FIRE) 
 

S – SQUEEZE THE TRIGGER HANDLE 
 

S – SWEEP FROM SIDE TO SIDE (WATCH FOR REFLASH) 

 
 
Never re-hang an extinguisher once it has been discharged. (even if the extinguisher was 
only used for a few seconds). Have it re-charged by a service company. 
 
Always maintain an area of 3 feet clearance around all fire protection equipment. 
 
When using any portable fire extinguisher follow the instructions on the fire extinguisher. 

  

FIRE EXTINGUISHMENT IS THE RESPONSIBILITY OF TORONTO FIRE 
SERVICE. 

IMPROPER USE OF A FIRE EXTINGUISHER MAY LEAD TO SERIOUS 
INJURY OF DEATH 
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10.0 ALTERNATE PROCEDURES  
 
If the building’s life safety systems are not capable of providing the protection for which they 
were designed and they are not immediately repairable, Toronto Fire Service communications 
line (416) 338-9000 must be notified. They are to be advised of the extent and expected 
duration of the shutdown. 
 
Toronto Fire Service must also be informed immediately upon reactivation of the system. 
Alternative provisions or actions to be taken in case of emergency must be acceptable to the 
chief fire official. 
 
A shut down of any fire protection system is to be for as short duration as possible. Any areas 
affected shall be limited to as small as possible.  During this period a “Fire Watch” will be 
initiated in the affected area and instructions will be posted throughout the facility.  A Fire 
Watch patrol of the facility will be initiated and a full patrol completed at least twice per hour, 
until the Fire Watch is lifted. 
 
Written notice shall be provided to Toronto Fire Service for a shutdown of any fire protection 
system that EXCEEDS 24 HOURS. 

 
 

 
  

IN THE EVENT OF A SHUT DOWN OF THE KITCHEN COOKING 
EXTINGUISHING SYSTEM OR FAILURE OF THE HOOD DUCT OR 

EXHAUST FAN, NO COOKING THAT PRODUCES GREASE LADEN 
VAPORS SHALL BE PERFORMED UNTIL SUCH TIME THE SHUT DOWN 

OR COMPONENT FAILURE HAS BEEN CORRECTED. 
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EXAMPLE SIGN 

 
INSTRUCTIONS FOR OCCUPANTS 

 
 

PLEASE BE ADVISED  
THAT A FIRE WATCH IS 

IN PLACE. 

 
THE BUILDING IS BEING PATROLLED BY A 

DESIGNATED FIRE WATCH PERSON(S). 
 
 
 

  

IF YOU HEAR A WHISTLE BLOWING  
AND/OR  

THE YELLING “FIRE” 
TREAT THIS IS A FIRE EMERGENCY 

AND FOLLOW THE EMERGENCY PROCEDURES 
TO SAFELY EVACUATE THE BUILDING 
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10.1 IF A FIRE IS DISCOVERED DURING A FIRE WATCH PATROL 
 

1. When a fire is discovered, the patroller should immediately notify all nearby building 
occupants by yelling “fire”.  
 
2. If the fire appears confineable, the use of a portable extinguisher is strictly on a voluntary 
basis. Unless you have had recent fire extinguisher training, the actual task of extinguishing 
the fire should be left to Toronto Fire Service. 
 
3. In the event of a fire emergency, all occupants should leave the fire area immediately.  
Confine the fire by closing doors when leaving the fire area.  This will confine the fire and any 
smoke and/or fumes produced by the fire so that they do not enter the means of egress. 
 
4. Your main concern is to remove people in immediate danger and ensure that nearby 
occupants are notified. 
 
5. Upon evacuation of the area and reaching a safe location, ensure that the fire department 
has been notified by phoning ‘911’ and asking for Toronto Fire Service.  Give your name, 
telephone number, address of the building and the location of the fire. 
 
6.  If possible, meet the arriving Toronto Fire Service to provide them with details of the 
emergency. 
 
7.  Designated supervisory staff are to retrieve the fire safety plan and all emergency access 
keys (master keys are located at the main entrance in the ‘Fire Plan Box’).  Proceed to the 
main entrance where fire suppression crews will be arriving.  Upon their arrival, advise the 
fire suppression chief officer that a fire has been reported and give details as to where the fire 
is located. 
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11.0 TEST, INSPECT, AND CHECK REQUIREMENTS 
 
This section of the fire safety plan indicates the tests, inspections, and checks that must be 
done in conformance with the Ontario Fire Code. 
 

 
TEST means the OPERATION of a device or system to ensure that it will perform in 
accordance with its intended operation or function. 
 
 
INSPECT means the PHYSICAL EXAMINATION to determine that the device or system will 
apparently perform in accordance with its intended function. 
 
 
CHECK means a VISUAL OBSERVATION to ensure the device or system is in place and is 
not obviously damaged or obstructed. 
  

RECORDS OF ALL TESTS, INSPECTIONS, AND CHECKS ARE TO BE 
KEPT ON FILE FOR A MINIMUM OF TWO YEARS. 
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FIRE SEPARATION MAINTENANCE REQUIREMENTS 
DAILY 

2.2.3.1. Maintain closures in fire separations to ensure that 
they are operable at all times 

Maintenance 

2.2.3.3. Check that closures in fire separations are not blocked 
or wedged open. 

Maintenance 

2.2.3.5.(1) Check doors in fire separations to ensure they remain 
closed 

Maintenance 

MONTHLY 

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

Maintenance 

 

EXIT AND ACCESS TO EXIT MAINTENANCE REQUIREMENTS 
DAILY 

2.4.1.2. 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. 

Maintenance 

2.7.1.7.(1) Check door openings 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. 

Maintenance 

2.5.1.3. Keep access to roadways and fire routes clear and 
accessible so as to be immediately ready for use at all 
times by Emergency Services vehicles. 

Maintenance 

 2.7.1.7.(1) Check and maintain that access to exits, including 
corridors used by the public and exits, including 
outside areas, are maintained free of obstructions. 

Maintenance 

2.7.1.7.(2) Maintain lighting provided for illumination in exits and 
access to exits, including corridors used by the public. 

Maintenance 

2.7.1.7.(1) Check exterior walkways and stairways to ensure that 
they are kept in good repair and kept free of snow and 
ice accumulations. 

Maintenance 
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FIRE ALARM SYSTEM MAINTENANCE REQUIREMENTS 
DAILY 

6.3.2.2. The Central Alarm And Control Facility shall be 
checked daily to ensure that no trouble is indicated in 
the system. 

Maintenance 

6.3.2.1. Fire Alarm System, AC Power lamp and trouble signal 
must be checked. 

Maintenance 

MONTHLY 

6.3.2.1. Test fire alarm system.  Activate a pull station and 
enter results into logbook.  Check all fire alarm system 
components including batteries. (Note:  A different pull 
station should be tested each month). 

Maintenance 

YEARLY 

6.3.2.1. Annual test of complete fire system. Certified Alarm 
Contractor 

 
 
VOICE COMMUNICATION SYSTEM MAINTENANCE REQUIREMENTS 
MONTHLY 

6.3.2.3.(1)(2) Test voice communication to and from floor areas to 
the central alarm and control facility 

Maintenance or 
Contractor 

6.3.2.3.(1)(2) Test loudspeakers operated from the central alarm 
and control facility. 

Maintenance or 
Contractor 

YEARLY 

6.3.2.3.(1)(2) Test voice communication to and from floor areas to 
central alarm and control facility. 

Contractor 

YEARLY 

6.3.2.3.(1)(2) Test loudspeakers operated from the central alarm 
and control facility. 

Contractor 
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WET SPRINKLER SYSTEM MAINTENANCE REQUIREMENTS 
WEEKLY 

6.5.3.1. Check all sprinkler control valves that are not 
electrically supervised to ensure that they are in the 
open position. 

Maintenance 

6.6.1.2. Inspect valves controlling water supplies used 
exclusively for fire protection systems to ensure that 
they are wide open and are sealed or locked in that 
position. 

Maintenance 

MONTHLY 

6.5.5.2. Perform an alarm test using the alarm test connection 
located at the sprinkler valve 

Maintenance or 
Contractor 

BI MONTHLY 

6.5.5.7.(2) Test sprinkler transmitter(s) and water flow actuated 
devices. 

Maintenance or 
Contractor 

6 MONTHS 

6.5.5.7.(2) Test gate valve supervisory switches and other 
sprinkler and fire protection supervisory devices. 

Maintenance or 
Contractor 

YEARLY 

6.5.3.2. Check exposed sprinkler system pipe hangers. Contractor 

6.5.4.4.(2) Inspect fire department connections to ensure that 
they are equipped with plugs or caps secured wrench 
tight and remove the plugs or caps to inspect threads 
for wear, rust or obstruction. 

Contractor 

6.5.3.1 Check all sprinkler heads to ensure that they are free 
from damage, corrosion, grease, dust, paint or 
whitewash. 

Contractor 

6.5.5.3. Test water flow alarm devices using the most 
hydraulically remote test connection on all wet 
sprinkler systems. 

Contractor 

6.5.5.5. Test sprinkler system water pressure with main drain 
fully open to ensure that there are no obstructions or 
deterioration of the main supply. 

Contractor 
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EMERGENCY LIGHTING/EXIT SIGN MAINTENANCE REQUIREMENTS 
DAILY 

2.7.3.1. Check exit lights for blown bulbs and damage. Maintenance 

MONTHLY 

2.7.3.3. Check pilot lights on emergency lighting unit 
equipment for operation. 

Maintenance or 
Contractor 

2.7.3.3. Inspect emergency lighting equipment to ensure that 
the terminal connections are clean, free of corrosion 
and lubricated when necessary.  In addition, ensure 
that the terminal clamps are clean and tight as per 
manufacturer’s specifications, the electrolyte level 
and specific gravity are maintained as per 
manufacturer’s specifications, and the battery surface 
is kept clean and dry. 

Maintenance or 
Contractor 

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

Maintenance or 
Contractor 

YEARLY 

2.7.3.3.(3)(b) Test emergency lighting equipment to ensure that the 
units will provide emergency lighting for duration 
equal to the design criteria under simulated power 
failure conditions. 

Contractor 

2.7.3.3.(4) After the testing in Clause (3)(b), the charging 
conditions for voltage, current and the recovery 
period, shall be tested to ensure that the charging 
system is in accordance with the manufacturer’s 
specifications. 

Contractor 
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STANDPIPE SYSTEM MAINTENANCE REQUIREMENTS 
MONTHLY 

6.4.2.1. Inspect all fire hose cabinets to ensure that the hose 
is in the proper position and that all of the equipment 
is in place and in operable condition. 

Maintenance or 
Contractor 

YEARLY 

6.4.2.4. Inspect fire hose valves to ensure that they are tight, 
so that there is no water leakage into the hose. 

Contractor 

6.4.2.5. Inspect standpipe hose and re-rack hose.  Replace 
any worn hose or gaskets in the couplings at the hose 
valves and at the nozzle. 

Contractor 

6.4.1.3.(2) Remove plugs or caps on Fire Department 
connections and inspect for wear, rust or 
obstructions. 

Contractor 

 
FIRE PUMP MAINTENANCE REQUIREMENTS 
DAILY 

6.6.3.2. Check fire pump room temperature during freezing 
weather. 

Maintenance 

WEEKLY 

6.6.3.3.(1) Operate fire pumps at least once per week at rated 
speed. 

Maintenance 

6.6.3.3.(2) Inspect fire pump discharge pressure, suction 
pressure, lubricating oil level, operative condition of 
relief valves, priming water level, and general 
operating conditions. 

Maintenance  

YEARLY 

6.6.3.5. Test fire pumps at full capacity to ensure that they are 
capable of delivering the rated flow. 

Contractor 
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PORTABLE FIRE EXTINGUISHER MAINTENANCE REQUIREMENTS 
MONTHLY 

6.2.7.2. Inspect all portable fire extinguishers.  Write data and 
initials onto the tag. 

Maintenance or 
Contractor 

YEARLY 

6.2.7.1. Annual inspection of fire extinguishers. Contractor 

EVERY 5 YEARS 

6.2.7.1. Hydrostatic testing of carbon dioxide and water fire 
extinguishers. 

Contractor 

EVERY 6 YEARS 

6.2.7.1 Replace extinguishing agent in dry chemical 
extinguishers 

Contractor 

EVERY 12 YEARS 

6.2.7.1. Conduct hydrostatic testing of dry chemical 
extinguishers. 

Contractor 

 
 
FIXED EXTINGUISHING SYSTEM MAINTENANCE REQUIREMENTS 
WEEKLY 

2.6.1.4. Check hoods, filters, and ducts that are subject to 
accumulations of combustible deposits and clean 
when the deposits create a fire hazard. 

Maintenance  

EVERY 6 MONTHS 

2.6.1.12 Inspect fire protection systems for commercial 
cooking equipment. 

Contractor 

EVERY 12 YEARS 

6.2.7.2. Conduct hydrostatic testing of cylinders. Contractor 
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EMERGENCY GENERATOR MAINTENANCE REQUIREMENTS 
WEEKLY 

6.7.1.1. Check all components of the emergency generator 
system.  Operate the generator set under at least 
50% of the rated load for 30 minutes. 

Maintenance  

EVERY 3 MONTHS 

6.7.1.1. Check/clean crankcase breather, governors, and 
linkages on emergency generator sets. 

Contractor 

YEARLY 

6.7.1.1. Inspect and service generator and generator set. Contractor 

EVERY 2 YEARS 

6.7.1.1. Inspect torque heads and valve adjustments for 
emergency generator engines. 

Contractor 

EVERY 3 YEARS 

6.7.1.1. Inspect and service injector nozzles and valve 
adjustments on diesel engines. 

Contractor 

6.7.1.1. Check insulation of emergency generator windings. Contractor 

 
VENTILATION SYSTEM MAINTENANCE REQUIREMENTS 
WEEKLY 

2.6.1.4. Check hoods, filters, and dusts that are subject to 
accumulations of combustible deposits and clean 
when the deposits create a fire hazard. 

Maintenance  

YEARLY 

2.2.3.7. Inspect all fire dampers and fire stop flaps. Contractor 

2.6.1.5. Inspect all chimneys, flues and flue pipes and clean 
as often as necessary to keep them free from 
accumulations of combustible deposits. 

Contractor 

2.6.1.8. Inspect disconnect switches for mechanical air-
conditioning and ventilation systems to establish that 
the system can be shut down. 

Contractor 
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ELEVATOR MAINTENANCE REQUIREMENTS 
EVERY 3 MONTHS 

7.2.2.1.(1) Test elevator door opening devices operated by 
means of photo-electric cells to ensure that the 
devices become inoperative after the door has been 
held open for more than 20 seconds with the photo-
electric cell covered. 

Contractor  

7.2.2.1.(1) Test key operated switches located outside an 
elevator shaft to ensure that actuation of the switch 
will render the emergency stop switch in each car 
inoperative, and bring all cars to the street floor or 
transfer lobby by canceling all other calls after the car 
has stopped at the next floor at which it can make a 
normal stop. 

Contractor 

7.2.2.1.(1) Test key operated switches in each elevator car to 
ensure that actuation of the switch will enable the 
elevator to operate independently of other elevators.  
Allow operation of the elevator without interference 
from floor call buttons.  Render door protective 
devices inoperative, and control the opening of power 
operated doors only by continuous pressure on the 
door opening buttons or switches, to ensure that if the 
‘open’ button or switch is released while the door is 
opening, the doors will automatically close. 

Contractor 
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SMOKE CONTROL MAINTENANCE REQUIREMENTS 
YEARLY 

7.2.3.1.(2) Inspect closures at the top of smoke shafts to ensure 
that they will open manually from the outside of the 
building, on a signal from the smoke or heat actuated 
devices in the smoke shaft, and when a closure in an 
opening between a floor area and the smoke shaft 
opens. 

Contractor 

7.2.3.1.(4) Inspect controls for air handling system used for 
venting in the event of a fire, to ensure that air is 
exhausted from each floor area to the outdoors. 

Contractor 

7.2.3.1.(1) Check closures in vent openings into smoke shafts. Contractor 

SMOKE CONTROL MEASURES  

Where a smoke control system is designed to meet the requirements of the Ontario 
Building Code, the inspections and tests shall be in accordance with procedures 
established by the designer of the system. 

 


