[Name of Center]
FIRE

1. As soon as a fire or heavy smoke is detected, the fire alarm is pulled or emergency call button activated on the security system. A staff person must also contact 911 immediately to notify emergency responders the location and scope of the situation.

2. Staff, guests and volunteers should evacuate immediately using the closest exit route. All office doors should be closed by employees as they exit the building to help isolate the spread of the fire. Ensure all persons have vacated the room before closing the door. If possible, secure important documents and protected health/personal information.

3. All persons should proceed to (XXXX) (pre-determined safe area). The designated person in charge should ensure an accurate head count and determine the next plan of action. The Emergency Responders will assume command and control when they arrive on-scene.

4. The Executive Director, or the designated person in charge, will be the primary point of contact with emergency personnel.

Note: If the fire or smoke is of a very small, confined or limited amount, such as in a waste basket, fire suppression procedures; and use of a fire extinguisher may be initiated to the extent that it is safe and prudent to do so.

Note: Once the fire department returns control of the building, the Executive Director will assess the damage and determine which areas of the building cannot be reoccupied in conjunction with qualified building engineers and or the fire department personnel. The Executive Director should also assess if temporary repair work can feasibly be performed by employees to minimize further damage. An example of this would be covering ventilation openings made by the firefighters, securing doors forced open, and shutting down any unnecessary utilities.
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