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Introduction 
 

The Fire Safety Plan has been prepared in accordance with the requirements of the Ontario Fire Code, 

Ontario Regulation 213/07, section 2.8. 

 
The safety of the Residents, staff, visitors and volunteers is a primary concern. Their safe evacuation 

from a fire or other emergency is paramount. The Fire Safety Plan is designed to assist those 

specifically assigned in the effective operation of the safety features in the building in the event of an 

emergency situation. 

 
Maintenance of the safety features and systems, during non-emergency situations is imperative. 

 
Distribution of the Fire Safety Plan: 

 

Administration/Business Office  
Nursing Stations on Floors 1, 2 & 3  

Manager of Environmental Services  

Command Centre/Library 

Policy Manager  

Fire Department 

   
The Ontario Fire Code Revision 213/07 states: 

Penalty 
(3) An individual convicted of an offence under subsection (1) is liable to, 

 

(a) In the case of an offence other than one described in clause (b), a fine of not more than $20,000 or 

imprisonment for a term of not more than one year, or both. 2005, c.88, s.8. 

 
Same 
(4) A corporation convicted of an offence under subsection (1) is liable to a fine of not more than 

$1000, 000. 2005, c.33, s.8 

 
Offence, director or officer of corporation 

(5) A director or officer of a corporation who knows that the corporation is violating or has violated a 

provision of the fire code is guilty of an offence and on conviction is liable to a fine of not more than 

$50,000 or to imprisonment for a term of not more than one year, or to both. 2005, c. 33, s. 8. 

 
Liability of directors 

(6) Despite subsections (1) and (3), every director or officer of a corporation who knowingly commits 

an offence under subsection (1) is guilty of an offence and on conviction is liable to a fine of not more 

than $50,000 or to imprisonment for a term of not more than one year, or to both. 2005, c. 33, s. 8. 

 
No changes are to be made to this plan without the approval of the Chief Fire Official. 

 
When changes are made, for whatever reason, the Fire Safety Plan is to be resubmitted to the area 

Chief Fire Official for approval. 

 
The Fire Safety Plan is submitted at least annually, or when any changes occur to the area Chief Fire 

Official for review and written approval. 
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Section 1: Audit of Resources 
 

 
Emergency Contacts: 

 

 
Building Owner: Regional Municipality of Durham 

605 Rossland Road East 

Whitby, Ontario  LIN 6A3 905-668-

7711 

 
Director, Long Term Care & Services for Seniors: Laura MacDermaid  

 
Lakeview Manor: 705-426-7388 

 

Administrator Barbara Surge 
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Description Of Building 
 

Lakeview Manor, completed in 2006, is situated at 133 Main Street, one block east of Lake Simcoe in 

the town of Beaverton. 

 
Address: 133 Main Street West 

Beaverton, Ontario L0K 1A0 

Telephone: 705-426-7388 

Fax: 705-426-4218 

 
Construction: 2004-2006 

 

Occupied: 2006 
 

Type: Long Term Care Facility 
 

Occupancy: Group B Division 2 
 

Construction: Non-combustible, structural steel & bracketed reinforced concrete with 

full sprinkler system in entire building. 

Number of Suites: 150 

Number of Residents: 149 

Approximate Daily Staff: 80 

 
Number of Floors: 3 floors of resident areas plus basement 

4
th 

floor roof penthouse 

 
Description of Floors: 

 

Main Floor: 
 

Administration Wing: Main floor in the northwest end of the building contains managers, 

clerks and accounting offices. 

 
Adult Day Program: Main floor in the southeast end of the building contains the Adult Day 

Program, therapy and general assessment rooms. 

 
Lobby: Main floor centre contains the chapel, main hall and elevators. 

 

The Harbour: A 30 bed Resident Home Area located in the west end of the building 

designated for Special Care Residents. There is a fenced courtyard at the west end of the wing. 

Floors 2, 3: 
Contains two Resident Home Areas per floor with 30 resident rooms per Resident Home Area, 

2 dining/activity rooms per floor; 2 serveries per floor; 1 family dining room on the second 

floor; 2 laundry rooms per floor; 1 therapy room on third floor. 
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Penthouse: 

Located on the roof above the 3
rd 

floor. This area contains mechanical equipment, boilers, air 

handling equipment, hot water tanks and mechanical equipment. 

 
Basement (Certain Areas Unexcavated): 

Located below the lobby/ main hall. This area contains: storage rooms, laundry, kitchen, 

mechanical rooms, locker rooms, lunchroom, morgue, receiving, garbage room. 

 
Outside: 

The emergency generator is located in a weather tight enclosure between the receiving area and 

the Nine Mile Road. 

 
Stairwells: There are 7 stairwells. 

Stairwell A is at the end of the northwest end of Resident Home Area -The Harbour and 

extends from the ground floor exit to the 3
rd 

floor. 

Stairwell B is at the south end of Resident Home Area - The Harbour and extends from the 

ground floor exit to the 3
rd 

floor. 

Stairwell C is at the centre of the building and extends from the center core on the ground floor 

through to the 3
rd 

floor. 

Stairwell D is at the north end of the Administration Wing and extends from the ground floor 

exit through to the 3
rd 

floor. 

Stairwell E is at the southeast end of the ground floor and extends through to the 3
rd 

floor. 

Stairwell F is at the southwest end of the basement by the lunchroom and extends from the 

basement to the ground floor & rear exit. 

Stairwell G is at the receiving area and extends from the receiving area to the ground level exit. 

 
Elevators: 

There are two elevators in the building centre core. The first elevator travels from the basement 

to the 3
rd 

floor. The second elevator travels from the basement to the penthouse. When the fire 
alarm sounds both elevators will return to the ground floor (Auto Recall Option). Both 
elevators are designated as fire fighter elevators. 

Both elevators have the red fireman’s hat on the console in the car. 

Both elevators have provisions for the fire fighters key to allow them to operate during a fire 

alarm. 

The key switch is located at the elevator call button panel on the ground floor. 

The fire fighters key for the elevator will be located in the lock box at the main entrance with 

the master building keys. 

The TSSA registration numbers of the elevators are 082897 & 082898. 

 
Fire Hydrants: 

There are seven fire hydrants on the property. 

The first is on Main Street just north of Lakeview Manor. 

The second and third are along the east property line. 

The fourth is at the garden area mid-way along the south side of the building. 

The fifth is at the southwest corner of the building. 

The sixth is at the northwest corner of the rear parking lot. 

The seventh is on the Nine Mile Road at the south driveway. 

The Siamese connect for the fire department is on the south wall in the front parking area. 
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Fire Routes: 
The main fire route to be used by the Fire Department is via the main driveway off of Main 

Street. 

The alternate fire route is from the south driveway off of the Nine Mile Road 

 

Building Resources 
 

Command Centres: 
The Main Command Centre is located in the Library (room # 1216) on the main floor. 

In the event of a fire or emergency condition in the Main Command Centre, or in its immediate 

vicinity, the Alternate Command Centre is to be used. 

The Alternate Command Centre is located in the Medical Director’s Office (room # 1239) on 

the main floor. 

 
Key Box Location: 

The emergency key box is located on the left wall inside the front entrance. 

 
Key Box Contents and Availability: 

The emergency key box contains a grand master key and a security card that when placed near 

the card reader by the door it will open the door during the nighttime hours when it is normally 

locked. The box also contains the Fire Fighters key to override the operation of the elevators. 

All doors are keyed to the grand master key; proximity card access doors also may be accessed 

by grand master key. All outside doors are magnetically locked. All doors release when the 

first stage of the fire alarm is activated. The Emergency Coordinator has security card and 

keys. 

 
Fire Alarm System: 2 Stage Alarm System ULC/CAN-S524-M97 Standard for Fire Alarm 

System Installation 

ULC/CAN-S537-M97 Standard for Fire Alarm 

System Verification 

 
Fire Alarm System Make: Edwards 

 

Fire Alarm System Model: EST3 
 

Serviced by:  
Greater Toronto Fire Protection Services 

111 Warren Road 

Whitby, Ontario L1N 2C4 

Toronto: 647-256-3473 

Durham: 905-725-3473 

 

 
Fire Alarm Characteristics: 

When the fire alarm is activated to the first stage, the alarm horns sound at 20 pulses per minute 

throughout the building, alerting of a potential fire. 

When the fire alarm key carried by the Emergency Assistant (EA) and Emergency Coordinator 

(EC) is inserted into a pull station and turned to activate the second stage, the horns throughout 

the building will go into a more rapid mode indicating the building is to be evacuated. 
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If the alarm system has been silenced and another alarm device is activated the alarm horns will 

be reactivated. 

When the alarm system is activated, it will send a signal to the monitoring company, which in 

turn will advise the Brock Township Fire Department of the alarm. 

 
Fire Alarm Activated by: 

Fire pull stations are located throughout the building, at the exit path into all stairways and at 

all fire route exits from Resident Home Areas and exits to exterior. 

Smoke detectors are located throughout the building. 

Heat detectors are located throughout the building. 

Duct smoke detectors. 

Kitchen Fire Suppression System located in the kitchen range hood. 

Sprinkler flow system. 

 
Warning Devices: 

Horns 90 db and Strobe Lights 

 
Horns: 

Intermittent horn tone sounds and continuous flashing strobe lights indicate a fire alert (first 

stage). 

Continuous horn tone sounds and flashing strobe lights indicates evacuation (second stage). 

 
Strobe Lights: 

Strobe lights are mounted on the walls throughout the building. 

Continuous flashing strobe lights and intermittent horn tone sounds indicate a fire alert (first 

stage). 

Flashing strobe lights and continuous horn tone sounds indicates evacuation (second stage). 

 
Main Fire Alarm & Annunciator Panel Location: see appendix #1 

The fire alarm panel is located in the main lobby to the south of the front door. The system 

may be reset at this location. 

 
Remote Annunciator Panels: 

Remote annunciator panels are located at the south Nursing Stations on The Harbour, Beaver 

River and Hummingbird Circle. The fire alarm system can be reset at the main fire panel or at 

any remote annunciator panels. 

 
Location of Security Lock Reset: 

The magnetic lock reset is located to the left of the front door beside the main fire panel. 

 
Monitored by: G.I.T. Monitoring, 24 hours per day. 

1-800-461-1711 or 1-705-325-4141 
 

Exits: 
 

 

Main entrance. 

On the ground floor of the seven stairwells. 

Residents lounge on the west wing of the main floor. 

Main hall on the ground floor. 

General Assessment area on the ground floor. 

Day Program room. 

Receiving area. 
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Exit Signs and Maps: 
Directional exit maps are located on the walls to indicate path of egress. 

Illuminated directional exit signs are suspended from the ceilings throughout the building to 

provide direction for building egress during evacuation (see Code Green). 

 
Heat Detectors: 

For fire alarm devices and locations see appendix #2. 

 
Fire Services Connections: 

Located at the east end of the south wing by the main driveway. 

 
Sprinkler System: 

The building is fully covered by an automatic sprinkler system. 

 
Sprinkler System Type: 

Wet throughout the facility, sprinkler heads activate using temperature sensitive discharge 

heads. 

 
Sprinkler System Main Shut-Off: 

The main shut off valve for the sprinkler system is in the water meter room at the northeast 

corner of the basement. This valve is monitored electronically to ensure it is not accidentally 

shut off. 

 
Fixed Extinguisher System: 

Kitchen: Wet Chemical System. The manual pull is located in a path of egress from the kitchen 

and is wall mounted 5 feet above the floor. 

 
Portable Extinguishers: 

ABC (5lb. – 2.27 kg) located in sporadic locations throughout the home 

K (24 lb.) located on the west wall of the main kitchen beside the walk-in freezer 

For portable extinguisher type, size and location, see appendix #3. 

 
Gas Shut-off: 

Exterior:  On the west wall at the south corner of the building. 

Interior: Gas is automatically shut off in the kitchen when the fire alarm sounds. There is 

manual gas shut off valves in the penthouse and laundry areas. 

 
Transformers and Locations: 

There are six electrical transformers located in the building. 

Two transformers are located in the penthouse. 

Two transformers are located in the basement mechanical room in the northwest corner of the 

building. 

Two transformers are located in the main electrical room on the west basement corridor. 

 
Emergency Lights: 

Electrical: connected to the generator. 

Additional Lumacell, model RB125 battery type emergency lights with a one hour operating 

time are located in critical mechanical and electrical areas. 

For emergency light location see appendix #4. 
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Generator: 

The emergency generator is located near the parking lot to the southwest of the building. 

The generator is in a weather tight enclosure. 

There is 2000 litres of diesel fuel stored in the enclosure for the generator, which should give it 

an operating time of approximately 24 hours. 

The generator is a Cummins, Model 450DFEC diesel generator that will automatically start if 

there is a power failure and maintain emergency lighting, elevators, etc. 

Exit signs along with many of the lighting fixtures in the building are connected to the 

emergency generator. 

All rooms, corridors and stairwells are equipped with sufficient emergency lighting to allow 

safe passage. 
Electrical outlets for emergency equipment or table lamps are installed in each resident room. 

 
Compactor: 

Located on the west wall of the building at the receiving area. 
 

Boiler: 
 

 

There are six boilers and one steam boiler. All are located in the penthouse. 
 

Electrical Room: 
Located on the northwest corridor in the basement. 

 
Air Conditioning System: 

Chillers are located in the penthouse. 

 
HVAC System: 

All fans shut down when the fire alarm is activated and will automatically start up again once 

the fire alarm is reset. 

 
Windows: 

All windows on outside of the building open approximately six inches. On the inside, glass is 

equipped with tempered glass (wired) to maintain fire separations. 

 
Fire Blankets: 

Used to smother a fire. Located in the main kitchen. The orange bag containing the fire 

blanket is affixed to the wall and labeled. 

 
Emergency Stretchers: 

The orange bags containing the emergency stretchers are located at the second and third floor 

stairwells and in the Day Program area. 
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Section 2 - Emergency Procedures 
 

Reference:  Lakeview Manor Emergency Manual 
 

Emergency Codes: 
 

Code Red Fire 

Code Green Evacuation 

Code Orange Disaster 

Code White Violent/Aggressive Resident/Person 

Code Yellow Missing Resident 

Code Brown Hazardous Material Spill 

Code Grey Button Down 

Code Black Bomb Threat 

 
Durham Emergency Measures Office: 1-905-430–2792 

 

 
 

General Emergency Procedures 
 

Follow your fire duties in the Fire Plan. (Code Red) 

Follow your evacuation duties in the Emergency Plan. (Code Green) 

 
Upon Discovery of Fire and/or Smoke in Your Area: 

 

RACE ➔ Remove all people from immediate danger 

Activate the fire alarm pull station 
Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

Fire Extinguisher Use: 
 

PASS ➔ Pull the fire extinguisher pin 

Aim the extinguisher nozzle low  

Squeeze the fire extinguisher handle 

Sweep from side to side aiming at the base of the fire 
 

When the Alarm Sounds: 
 

Code Red (Fire) Alert Signal 
 

Intermittent “horn” tone and continuous “flashing” strobe lights. Assess 

your level of safety and respond according to procedures. 
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Code Green (Evacuation) Alarm Signal 
 

Continuous horn tone and flashing strobe lights indicate evacuation. 

Follow your evacuation duties in the Emergency Plan. 

 
Horizontal Evacuation: 

Move persons beyond smoke barrier doors on same level. 

 
Vertical Evacuation: 

Move persons down to a story below the fire floor or to exterior of building. 

 
Exterior Evacuation Location: 

North side of front entrance. 

 
Resident Order of Evacuation: 

Ambulatory 

Wheelchairs and Walkers 

Bedridden 

Resistive 

 

Code Red – All Staff 
 

A. If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

Every situation is different - you may have to change the order of the above 4 steps. 

Always attempt to do the 4 steps. 

 
B. Call out: the exact location to co-workers: e.g., “code red – fire - 2080”. 

 

C. Evacuate: the entire zone – beyond fire barrier doors. 
 

D. As Soon as You “Hear” The Alarm: 
 

Stop all activity. 

End all telephone calls (to keep lines clear for emergency communication). 

Check for red dome lights on corridor walls (red indicates the emergency location).  

Clear all corridors of all people into the nearest room with a window. 

Clear all corridors of all equipment into the nearest room empty of people e.g., storage.  

Close all doors. 
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Code Red (Fire/Smoke) is in your area: 
 

Evacuate all people from the fire zone – to a safe area beyond the fire barrier doors. Lakeview 
Manor is equipped with a two stage fire alarm system. When the fire alarm sounds in the 

“Alert Stage” (1
st 

stage) and the alarm was initiated from your area residents should be 
removed from danger beyond the fire barrier doors, all doors must be 

closed and exit doors should be monitored. When the alarm is in the “Evacuate Stage” (2
nd 

stage) everyone should be evacuated from the building. 
 

 
 

Code Red is not in your area: 
 

Nursing Staff: 
All nursing staff should remain on their resident home area & implement the RACE procedure. 

Staff members in each Resident Home Area patrols the corridors, continuously until the Code 

Red All Clear is confirmed to all staff. 

 
All Remaining Staff: 
Implement “RACE” procedure and proceed to the Main Command Centre. 

 
Receive and follow directions from the Emergency Coordinator wearing the orange vest. 

 

 
 

Do not resume normal duties or activities until the Code Red is declared to be all clear. 
 

 
Important: 

• Remember to check; bathrooms, under beds, closets, behind curtains, dining rooms, TV 

rooms, lounges, balconies, stairwells. 

• Evacuation at the emergency scene is always beyond the fire barrier doors. 

• Elevators - do not use during an alarm. The elevators descend to the main floor and the 

doors open. Remove all people. 

• You may be required to be a “runner” to carry messages back and forth. 

• Receive and follow directions from the Emergency Coordinator wearing the orange vest. 
 

When Code Red Is in effect as you are arriving, leaving the building or outside the 

building: 

• Proceed to the Command Centre (Library) and report to the Emergency Assistant. 

• Clear the area in Front Entrance of all people into the Main Hall; if the Main Hall is 

inaccessible remove all persons to the exterior of the building, a Staff person remains with 

them. 

• Remaining staff wait in the Lobby. 

• Follow directions of the Emergency Assistant. 

If the alarm and flashing lights stop – it does not mean the emergency is over. Code Red All 

Clear must be declared & communicated to all staff. 

All fires must be reported to Brock Township Fire Department and a “Code Red 

Report” completed. 
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Specific Departmental Instructions 
 

Note: If you are on lunch or break in the basement staff room, exit through closest door to 

outside of building, proceed through the front entrance to the Main Command Centre 

and await further instructions. If there is a need to cross a fire door, check it for heat or 

smoke. 

Lakeview Manor is equipped with a two stage fire alarm system. When the fire alarm sounds 

in the “Alert Stage” (1
st 

stage) and the alarm was initiated from your area residents should be 

removed from danger beyond the fire barrier doors, all doors must be closed and exit doors 

should be monitored. When the alarm is in the “Evacuate Stage” (2
nd 

stage) everyone should 

be evacuated from the building. 

 
➢ Emergency Assistant (EA): (wears Emergency Vest): 

 
NOTE: EA is always the RPN on the 1st floor Resident Home Area (The Harbour) for each shift and carries the fire alarm 
key. 
If EA leaves the building, the RN must designate another EA. 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

As soon as the Code Red Alarm is heard: 

• Calls 911 requesting 3-tiered response (fire, ambulance, police) stating type of emergency 

and location:  e.g. “Fire, Lakeview Manor, 133 Main Street, Beaverton”. 

• Checks the Annunciator Panel at the main entrance for the exact location of the fire 

emergency. 

• The fire location is communicated to all staff via the telephone or using microphone I . 

• Maintains communication with the Emergency Coordinator (EC).(by using runners or 

portable phones. 

• Proceeds to main entrance to direct staff & guide the Fire Department. 

• Ensures the main door is open for Emergency Responders / Fire Department. 

• Meets and provides direction to staff and emergency responders at the Command Centre 

(Library). 

• Directs Fire dept. to location of incident 

• Ensures the lobby is clear of all non-Staff into main hall. 

• Starts the Emergency Fan-Out Plan, if directed and/or required. 

• If sufficient staff available, directs 1-2 staff to Secure Unit. 

• May direct Staff to be a Runner. 

• Assists with the resetting procedures with the Emergency Coordinator (EC) when direction 

is received from Brock Township Fire Department. 

• When resetting is complete under the direction of the Brock Township Fire Department 

and/or the Emergency Coordinator, communicates Code Red – All Clear to all staff. 

• Completes the Code Red Summary with the Emergency Coordinator. 

Note: A 911 call can be cancelled by calling 911 to advise “false alarm”. 

Fire Drill Procedure: 

• EA and EC must be advised prior to a drill taking place. 

• No calls are to be made to 911 in the case of a fire drill 
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➢ Emergency Coordinator (EC): (wears Emergency Vest) 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

As soon as the Code Red Alarm is heard: 

• Goes directly to the annunciator panel. 

• Proceeds immediately to the fire scene and assumes charge. 

• Identifies the type of fire (Class A, B, C). 

• Assesses the severity of the situation. 

• Ensures evacuation of the zone is undertaken. 

• Works with Brock Township Fire Department. 

• The Emergency Coordinator (EC) or the Fire Department determines when the second stage 
alarm is activated such as fire breach, large fire or explosion, which would require Home 

evacuation and insets the fire alarm key into a pull station and turns to activate the 2
nd 

stage. 

The EC/EA inserts a fire alarm key to activate the 2
nd 

stage alarm. 

• Advises the Emergency Assistant (EA) of the location and severity of the fire and keeps the 

Emergency Assistant (EA) updated. 

• Requests additional staff as required. 

• When directed by the Brock Township Fire Department, resets the Fire Alarm System, 

ventilation system, magnetic door lock system and elevator system with the Emergency 

Assistant. 

• Directs the Emergency Assistant to communicate Code Red-All Clear to all staff. 

• Completes the Code Red Summary with the Emergency Assistant, see appendix #5. 

• Leaves E-mails or Telephone Messages for Management Staff re: the alarm. 

• Night Shift RN/EC must reset pull station and alarm. see Appendix #6. 
 

 
 

Fire Drill Procedure: 

• EA and EC must be advised prior to a drill taking place. 

• No calls are to be made to 911 in the case of a fire drill. 
 

 
Lakeview Manor is equipped with a two stage fire alarm system. When the fire alarm sounds 

in the “Alert Stage” (1
st 

stage) and the alarm was initiated from your area residents should be 

removed from danger beyond the fire barrier doors, all doors must be closed and exit doors 

should be monitored. When the alarm is in the “Evacuate Stage” (2
nd 

stage) everyone should 

be evacuated from the building. 
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➢ Nursing 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

As soon as the Code Red Alarm is heard: 

• Check all rooms within fire barrier doors in your assigned area, (this includes washrooms, 

utility rooms, closets, stairwells, lounges). 

• Close doors of each room & activate Evac. Alert on doors. 

• Clear hallways of people and equipment. 

• Keep residents in rooms they are in. 

• Remain close to centre core of building where you are easily seen and await instructions 

from the EC. 

• Staff must assist in monitoring of Resident Home Area, “The Harbour” (secure unit) 

entrance and exit doors. 

 

➢ Business Offices and Reception: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

At the Command Centre/ Library: 

• Clear the front entrance of all people to the Main Hall; if the Main Hall is inaccessible 

remove all persons to the exterior of the building, a Staff person remains with them. 

• Direct ALL vehicles away from the driveway / main entrance. 

• Receive direction from the Emergency Assistant – wearing the orange vest. 

 
Receptionist keeps the telephone lines open by responding to calls: “We are having an 

emergency, please call back later”. 

 
Senior Administration may take charge and direct the staff response during the emergency – 

as deemed appropriate or necessary. If doing so they will wear the orange vest. 

➢ Food Services: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
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➢  Food Services  con’t:  
 
Dining Room and Serveries on 1st, 2nd and 3rd Floors: 

• Shut down all equipment. 

• Check all rooms within the fire barrier doors in the area where you are. 

• Clear surrounding hallways of all people and equipment to nearest safe room or beyond 

nearest fire doors. 

• Close all doors. 

• Remain with residents and await further instructions. 

 
Main Kitchen (basement) 

If you are in the Main Kitchen (basement) and a fire occurs over the cooking area: 

• Cover the pot with a lid, turn off the heat and use the kitchen fire suppressant system. 

As per the NFPA standard a portable Class K fire extinguisher is available as a secondary 

means of extinguishment to the kitchen suppression system. 

• Leave the kitchen - Close the door - Go directly to the Command Centre via an entrance to the 

outside and await further instructions. 

 
➢ Environmental Services: 

 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

• Maintain communication with the Emergency Coordinator and Emergency Assistant 

regarding equipment and response concerns. 

 

➢ Laundry: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

As soon as the Code Red Alarm is heard: 

• Shut off equipment. 

• Close doors. 

• Proceed to the command centre. 

 
If You Are Elsewhere in The Building: 

• Put equipment in nearest safe room. 

• Report to Command centre for further direction. 
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• Close all doors (use Evac. Alert) 

 

➢ Therapy And Recreation Services: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

• Provide instruction to Visitors and Volunteers to remain with Residents. 

• Proceed to the command centre 

 

➢ Adult Day Program: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

• If the fire is in your area, immediately evacuate to the nearest exit. 

• Remain with client(s) 

➢ Hairdresser: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

• Turn off all equipment. 

• If the fire is in the salon – evacuate all people beyond the nearest fire doors. 

• Remains with resident(s) 

➢ Volunteers And Visitors: 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 

• Remain with your Resident(s) & follow the directions of the staff. 
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Fire Procedure - Visitors, Volunteers 
 

If You Discover Fire or Smoke in Your Area: 
 

R.A.C.E. ➔ Remove all people from immediate danger. 

Activate the fire alarm pull station. 

Close the door to contain the fire. 

Extinguish the fire if small and safe to do so (trained staff only). 
 

If you detect smoke or fire: 
 

 
 

1. Pull the fire alarm pull station (located at the end of each corridor). 

 
2. Remove anyone from immediate danger. 

 
3. Close doors. 

 
4. Follow instructions from staff. 

When ALARM is heard: 

1. Remain where you are & await further instruction from staff or fire department. 

 
Do not resume your activity until the all clear is communicated.  

Remember: 

➢ Keep all doors closed. 

➢ Do not block doors or entrances. 

➢ Do not use elevators. 

➢ If fire bells stop ringing, do not resume activities. The emergency is not over until you hear the 

all clear. 
 
 

Note: Lakeview Manor is equipped with a two stage fire alarm system. When the fire alarm sounds 

in the “Alert Stage” (1
st 

stage) and the alarm was initiated from your area residents should be 
removed from danger beyond the fire barrier doors, all doors must be closed and exit doors should be 

monitored. When the alarm is in the “Evacuate Stage” (2
nd 

stage) everyone should be evacuated from 
the building. 

 

 

Do not resume your activity until the all clear is announced. 
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Days 

Monday to Friday 
Evenings 

 
Nights 

Weekends & Holidays 
Days Evenings 

         0630 - 1430 1430 – 2230 2230 - 0630 0630 - 1430 1430 – 2230 

 #   #  # # # 
 

Administrator 
0830 – 1630 

(1) 

      

 

Assistant Administrator 
0830 – 1630 

(1) 

      

 

Administrative Assistant 
0830 – 1630 

(1) 

      

 

Office Staff 
0830 – 1630 

(3) 

      

 

Director of Care 
0830 – 1630 

(1) 

      

 

RCC 
0830 –1630 

(1) 

      

 

RN’s 
0630 – 1430 

(3) 

1430 –2230 

(3) 

2230 – 0630 

(1) 

Same on all weekend and 

holiday shifts 
 

RPN’s 
0630 – 1430 

(6) 

1430 – 2230 

(6) 

2230 – 0630 

(2) 

Same on all weekend and 

holiday shifts 
 

HCA’s 
0630 – 1430 

(15) 

1430 – 2230 

(15) 

2230 –0630 

(6) 

Same on all weekend and 

holiday shifts 
 

Nursing Administration 
0830 – 1600 

(1) 

      

 

SSW 
0830 – 1630 

(1) 

      

Coordinator of Therapy 

& Recreation 

0800 – 1600 

(1) 

      

 

Adjuvants 
0700 – 1500 

(4) 

      

 

Recreation 
0800 - 1600 

(2) 

1630-2030 

(1) 

  (1) 0800 -1200 Saturday 

(1) 1200 – 1600 Sunday 

Director of Food Services 0830 – 1630 

(1) 

      

Therapeutic Dietician 1000 – 1800 

(1) 

      

Supervisor of Food 

Services 

0800 – 1600 

(1) 

      

 

 

Cooks/ 
Food Service Aides 

0630 – 1430 

(3) 

0700-1100 

(2) 

 0930-1730 

(1) 

1100-1900 

(1) 

1130 – 1930 

(2) 

 1530-1930 
(3) 

  Same on all weekend and holiday shifts 

Manager of 

Environmental Services 

0800 – 1600 

(1) 

      

 

 
 

Section 3:  Responsibilities 
 

 
 
 

Staff 
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Days 

Monday to Friday 
Evenings 

 
Nights 

Weekends & Holidays 
Days Evenings 

         0630 – 1430 1430 – 2230 2230 - 0630 0630 - 1430 1430 – 2230 

 #  #  # # # 
 

Laundry & Housekeeping 
0700 – 1500 

(3) 

   Sunday 0700-1500 

(2) 
 

MW II 
0800 – 1600 

(1) 

     

 

MW I 
0530-1330 

(1) 

 0800-1600 

(8) 

 1600-2400 

(1) 

0800-1600 

(5) 

1600-2400 

(1) 
 

OHN/ICN 
0830 – 1630 

(1) 

     

 

Adult Day Program 
Wednesday & Friday 0800 - 1600 

(2) 

  

 

 
 
 
 

Staff 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On all shifts: 

 
The Emergency Coordinator (EC) who takes charge at the Emergency/ Fire scene is the 

designated Registered Nurse on the 2
nd 

floor Resident Home Areas. 

 
The Emergency Assistant (EA) who calls Brock Township Fire Department at 911 and is in charge at 

the Command Centre (Library), is the designated Registered Practical Nurse on the 1
st 

floor Resident 

Home Area (The Harbour). 

 
Manager Of Environmental Services: 

• Arranges and coordinates repairs to all fire equipment. 

• Ensures the contract for services to maintain the fire alarm system and related equipment is 

maintained and followed by the company on contract. 

• Communicates re: inspections and subsequent compliance including repairs pertaining to 

fire and other equipment. 

• Participates in the Joint Occupational Health and Safety and Emergency Planning Committees. 

• Maintains records of inspections and work-completion reports. 

• Ensures all commercial equipment is maintained in safe working order. 

• Maintains the appropriate labeling and storage of all chemicals. 

• Ensures fire routes remain unobstructed. 

• Ensures building exits are clear of e.g., snow and equipment. 
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Manager Of Environmental Services con’t : 

• Ensures fire hydrants, pump connections are accessible. 

• Maintains records of the cleaning of filters, grease traps etc. 

• Ensures communication with all departments with regard to disruption to fire alarm system. 

• Have a working knowledge of all fire equipment and the fire alarm system. 

• Maintains communication with Brock Township Fire Department with regard to all fire system 

repairs and disruptions to alarm service. 

• Coordinates appropriate training for Environmental Services staff and management. 

• Coordinates fire drills. 

 
Emergency Planning Committee: 

• Chairperson ensures all departments are represented. 

• Develops emergency plans 

• Ensures all emergency plans are reviewed, revised and approved yearly. 

• Meets quarterly and as necessary. 

 
 
Occupational Health and Safety Nurse: 

• Investigates the circumstances related to a fire emergency and completes the “Unusual Incident 

Report” for the Ministry of Health and Long Term Care. 

• Provides fire education, training and other related in-services for staff. 

• Arranges for fire extinguisher practice. 

• Ensures staff attendance records are signed by attendees. 

• Maintains a record of inspections. 

• Participates in the Joint Occupational Health and Safety Committee and Emergency Planning 

Committee. 

• Have a working knowledge of fire equipment and fire alarm system. 

• Maintains communication with Brock Township Fire Department. 

 
Managers, Supervisors, Charge Nurses: 

• Knowledgeable with regard to all types of emergencies and appropriate response and 

procedures. 

• Participates in the development of emergency procedures. 

• Ensure staff receive appropriate training and retraining in fire procedures and equipment 

location and use. 

• Ensures that staff attend fire in-services and extinguisher training. 

• Ensure equipment throughout the facility is in good condition. 

• Ensure staff are trained in all emergency procedures. 

• Ensure the monitoring of the facility when there is a disruption to the fire alarm system. 
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Manager of Food Services: 

• Knowledgeable with regard to all types of emergencies and appropriate response and 

procedures. 

• Participates in the development of emergency procedures. 

• Ensure staff receive appropriate training and retraining in fire procedures and equipment 

location and use. 

• Coordinates with Environmental Services Manager to ensure fire equipment, fire suppressant 

systems, regular equipment, grease filters, etc. is maintained and inspected. 

 
 

 

Staff Training 
 

Code Red Fire Review 
Scheduled yearly for all staff and as needed. 

New staff receive an introduction on general orientation day. 

Coordinated by the Occupational Health and Safety Nurse. 

 
Fire Extinguisher Practice 
Scheduled annually for all staff. 

Coordinated by the Occupational Health and Safety Nurse. 

 
Code Red (Fire) Drills 
Conducted monthly on all 3 shifts in different areas of Lakeview Manor. 

Coordinated by the Environmental Services Supervisor or Designate 

Scheduled or spontaneous. 

 
Silent Code Red (Fire) Drills 
The Fire Alarm is not activated. 

Procedures are reviewed and practiced. 

 
Fire Alarm System and Related Equipment 
Coordinated by the Manager of Environmental Services for Mechanical Staff, Supervisors and 

Managers.  

Scheduled as needed. 

 
 
Staff Attendance Records 
Staff sign attendance record at all in-services. 

Records are maintained by the Accounting Clerk. 
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Section 4:  Fire Alarm Activation / Reset Procedures 
 

Activation of the 2-Stage Alarm System: 

The alarm is both auditory (horn) and visual (flashing lights). 

Stage 1: Alert Stage 

• Activation of an alarm occurs from manual activation of the fire pull station, or automatic from 

a smoke, heat detector or sprinkler head. 

• The alarm sounds at 20 strokes per minute throughout the entire building. 

• Strobe lights mounted on the wall flash silver continuously. 

• The alarm is not to be reset until authorization is given by Brock Township Fire 

Department. 

 
Stage 2: Evacuation Stage 

• To initiate an evacuation alarm, the key must be inserted into the fire pull station and turned to 

activate. 

• The evacuation alarm can only be cancelled by the Brock Township Fire Department  

 
Fire Alarm Reset or Silencing: 

• The alarm can only be silenced at the direction of Brock Township Fire Department; or the 

Emergency coordinator, Manager of Environmental Services.  The alarm is not to be 

reset until authorization is given by Brock Township Fire Department. 

• Refer to Attached Procedure, appendix # 6. 

• Resetting of the Fire Alarm System, Magnetic Door Locks, Elevator is done by the Emergency 

Coordinator and/or the Environmental Services Manager or Designate 

• Notification of Environmental Services will result in the balance of the physical plant being 

reactivated (e.g.: kitchen gas & electrical & laundry). 

• Elevator recall must be reset using the elevator key by the Emergency Coordinator. 
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Section 5:  Code Red Fire Drills 
 

Reference: Code Red Manual (Fire Procedures) 
 
Fire Drills are held monthly on three shifts (0630-1430, 1430-2230, 2230-0630). 

Drills may be planned, with staff being notified in advance, or spontaneous. 

 
Strobe Light and Sign: 

• A red revolving light is used to indicate “smoke”. 

• There will be an indicator to show where the fire is. 

• The “smoke” is often found in the corridor while the “fire” may be on a bed, garbage pail, 

computer, linen cart, chair, photocopier, etc. 

 
Notification to Fire Monitoring Company: 

• Approximately 5 minutes prior to commencing a fire drill Fire Monitoring Company, the 

Emergency Coordinator and the Emergency Assistant are notified by the Environmental 

Manager/Supervisor. 

• The Environmental Manager/Supervisor bypasses the building system so that the drill can be 

completed. 

• The Environmental Supervisor/Manager and the OHN initiates the fire drill. 

• After the drill all clear is confirmed, the Environmental Services Manager/Supervisor and the 

EC performs the resetting of the fire panel. 

• When the system is reset, the monitoring company is contacted again to ensure their systems 

are reset. 

 
Staff Response: 
Staff are instructed to respond to a drill as they would a true alarm. 

 
Evacuation: 
Evacuation is a part of the drill, as determined by the shift and the severity of the emergency. 

 
In-service: 
After every fire drill there is an involving all Staff. 

Action and procedures are reviewed and discussed. 

 
Reports: 

• Completed by the person conducting the drill and a second one by the Emergency Assistant and 

Emergency Coordinator. See appendixes # 7 & 8. 

• From reports and observations, both verbal and written, received, equipment is repaired, 

additional training is given, and changes are made to the process. 

• Reports are kept on site for 2 years. 

 
Records: 
Records and reports of drills, alarms, checks, inspections, repairs and servicing are maintained in the 

office of the Environmental Services Manager. 
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Section 6: Control of Fire Hazards in The Building 
 

Fire Prevention: 
The possibility of accidental fire is always present – the best way to fight fire is to prevent it first. 

 
Fire Prevention Is Everyone’s Responsibility 

 
Resident Care Areas: 

• Personal electrical equipment must be approved by Environmental Services before allowing it 

to be used in a Residents room (e.g. radios, televisions, lights). 

• Keep corridors and rooms unobstructed. 

• Keep stairwells & fire equipment (pull stations, extinguishers) clear. 

• Keep doors to stairwells closed at all times. 

• Do not prop open doors. 

• Report any equipment that is not working properly – discontinue use, tag, and report to 

Environmental Services. 

• Keep sprinkler heads free and unobstructed. 

• Do not use flammable decorations. 

• Remove accumulated paper boxes etc. 

• Candles are prohibited in all areas. 

 
Office Areas: 

• Do not accumulate paper and boxes; store inactive files, etc. in approved storage room. 

• Keep hallways, corridors free of obstructions e.g. chairs and boxes. 

• Keep stairwells doors closed at all times and never prop fire doors open. 

• No smoking indoors and only 30’ from the building. 

• Keep combustibles away from electrical outlets. 

• Keep all fire equipment unencumbered and easily accessible. 

• Do not use flammable decorations. 

 
Electrical: 

• Report all electrical concerns to Environmental Services immediately. 

• Do not use extension cords. 

• Immediately remove, replace and report damaged or frayed electrical wires. 

• Discontinue using a device that causes a breaker to “trip” frequently. 

 
Storage: 

• Do not allow stored items to touch electrical outlets. 

• Store combustible, flammable chemicals separately from other combustibles (e.g. linens and 

paper. 

• Store all chemicals in approved containers in only approved storage areas. 

• Store all items neatly and safety to prevent falls and breakage. 

• Keep neat and clean of debris. 

• Keep doors closed and locked at all times. 

• Do not obstruct breaker panels. 
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Smoking: 

• Lakeview Manor is a smoke-free facility – smoking is prohibited. 

• Smoking is prohibited within 9 metres of any entrance to an indoor area as per regulation. 

• Immediately report to the Charge Nurse any person smoking in the building. 

 
Compressed Gas: (e.g., oxygen) Protect cylinders against mechanical/physical damage 

• Must be equipped with valve caps when not in use. 

• To be stored in areas where the temperature does not exceed 52°C (125° F). 

• Store cylinders on racks. 

• Never use oil or grease to lubricate valves or fittings on oxygen cylinders or equipment used to 

transfer oxygen. 

• **Oxygen does not burn but it causes combustible material to burn faster and stronger with 

higher intensity. 

• Post signs “Oxygen in Use - No Smoking”. 

• Educate staff, Residents, visitors and volunteers on the dangers and precautions when using 

oxygen as per CSA Standard Z305.12. 

 
Sprinkler Heads: 

• Ensure there is an 18” clearance to prevent damage. 

 
Public Areas: 

• Have all items approved by Environmental Services before taking to a Residents room. 

• Prevent the accumulation of paper, boxes, etc. 

• Keep walkways clear of equipment and furniture. 

• Keep stairwells accessible. 

• Do not prop open doors. 

• Keep electrical outlets free of obstruction. 

• Do not use flammable decorations. 

 
Exit Signs: 

• Must be illuminated and visible. 

• Replace burnt out bulbs immediately. 

• Remove or cover if passage of egress is obstructed as approved. 
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Section 7: Environmental Services Inspection Procedures 
 

Check: Visual observation to ensure the device or system is in place and is not obviously 

damaged or obstructed. 

 
Test: The operation of a device or system to ensure that it will perform in accordance with its 

intended operation or function. 

 
Inspect: Physical examination to determine that the device or system will apparently perform in 

accordance with its intended function. 

 
Completed by: Environmental Services (Mechanical Maintenance) or Designated Certified 

Contractor. 
 

 
 

Fire Alarm Systems: 
 

1. Daily Check by Environmental Services: 

• All fire panels for trouble indication and that the AC power-on light is on. If the trouble light is 

activated or the AC power-on light is off, ES Manager to be notified 

 
2. Monthly Test by External Contractor: 

• Every month the following tests are conducted and, if a fault is found, appropriate corrective 

action is taken. 

• One manual alarm-initiating device is operated on a rotation basis to initiate an alarm. 

• Proper function of all alarm signal devices is ensured. 

• Annunciator panel is checked to ensure the tested devices annunciate correctly. 

• Audible and visual trouble signals are ensured. 

• Alarm and standby power batteries checked by External Contractor to ensure that: 

➢ Terminals are clean and lubricated as required. 

➢ Terminal clamps are clean and correct. 

➢ Electrolyte level and specific gravity are as specified by manufacturer. 

 
3. Annual Inspection Test by External Contractor: 

• All components are tested once a year. 

• Appropriate action to be taken if a malfunction is found. 

• To be operated under general alarm conditions. 

• A minimum of 6 manual alarm-initiating devices, most remote from the standby power supply, 

to be activated individually, with the main power supply disconnected. 

• Every manual alarm-initiating device on every floor, every location to be activated on the main 

power supply. 

• Every audible and visual signal appliance operated during the testing of alarm-initiating devices 

• Every automatic alarm-initiating device tested for its intended function. 

• Every alarm signaling, alarm initiating circuit and annunciator to be checked for electrical 

supervision and trouble indication. 

• Correct annunciation to be ensured for every initiating device tested. 

• Fire alarm system control unit will be visually checked to ensure the control unit has not been 

altered except as specified. 
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Emergency Lighting: 
 

1. Monthly Check by External Contractor: 

• Every emergency lighting unit to ensure the lights will function when primary power is lost. 

 
2. Annual Test by External Contractor: 

• Every lighting unit to ensure that the unit will provide emergency lighting for a duration equal 

to the design criteria using simulated power failure conditions. 

• Records to be maintained for minimum 2 years of all inspections and testing. 
 

 
 

Fire Separations: 
 

1. Monthly Inspection by Environmental Services: 

• Closures on all doors are not blocked or wedged open. 

• Door hardware and auxiliary components are adjusted to ensure proper closing and latching. 

• Door openings and surroundings are clear of obstructions that could interfere with operation. 

• Heat and smoke activated devices are undamaged and free of paint and dirt. 

 
2. Annual Inspection by External Contractor: 

• Fire dampers and fire-stop flaps annually or on approved schedule. 

• Closures are maintained and operable. 

• Repair or replace inoperative parts of hold-open devices and automatic releasing devices 

whenever necessary. 

• Closures in fire separation are not blocked or wedged open. 

• Defects that interfere with the operation of closures in fire separation is corrected. 

 
Important: 

• Where fire separations between major occupancies, fire walls, rooms, corridors, shafts and 

other spaces or closures are damaged, and affect their fire resistance rating, the damage is to be 
repaired to restore the integrity of the fire separation wall or closure. 

• Correct defects that interfere with the operation of closures in fire separations. 

• Retain records of all tests and corrective measures for 2 years. 
 

 
 

Portable Fire Extinguishers: 
 

1. Monthly Inspection by External Contractor: 

• If seal or tamper indicators are in place. 

• If pressure gauge reads correctly (green). 

• Any physical or mechanical damage. 

• Instructions for use on nameplate are legible and face outward. 

 
Important: 

• To be easily visible. 

• To be readily accessible. 

• Is set on hanger, shelf or bracket. 
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Important con’t: 

• Is installed so that the top of the extinguisher is not more than: 

➢ 1.1m (4’) above the floor where the gross weight of the extinguisher is greater than 18 

kg. (40 lbs.) or; 

➢ 1.5m (5’) above the floor, where the weight is 18 kg. (40 lbs.) or less. 

• Has an inspection tag attached, showing maintenance or recharge dates, servicing agency and 

signature of person performing the service. 

• Extinguisher shells, cartridges or cylinders that rupture or show leakage or permanent 

distortion, in excess of specified limits, are removed from service. 

• Permanent record of inspections and maintenance is retained for 2 years. 

• Defective extinguishers are repaired, replaced or recharged as necessary. 

• Maintain in accordance with recommendations of manufacturers. 

• After use, replace and recharge according to instructions on nameplate. 

• Subject to hydrostatic testing as indicated on the nameplate. 

• Label on extinguisher to indicate the month and year of hydrostatic testing, pressures and 

signature of tester. 

• Reference NFPA 10 “Portable Extinguishers”. 

 
2. Annual Inspection: 

 

Subject to maintenance 

• Carbon dioxide and water types: hydrostatic testing every 5 years. 

• Stored pressure-type: change dry powder every 6 years. 

• Dry chemical and vapourizing liquid-type: hydrostatic testing every 12 years. 
 

 
 

Heating, Ventilation and Air Conditioning Systems: 

1.Weekly check by Environmental Services or Contractor: 

• Clean filters and ducts that accumulate combustible deposits. 

• Clean lint traps in laundry equipment (as required). 

 
2. Annual Inspection: 

• Disconnect switches for mechanical air conditioning and ventilation systems to ensure the 

system is integrated appropriately with the fire alarm system. 

 
Important: 

• Remove, repair or replace every defective heating appliance. 

• Close every flue-pipe hole with a tight-fitting non-combustible cover, compatible to the 

chimney flue construction when flue pipes are removed. 

• Maintain flue pipes and breaching in safe operating condition. 

• Use ventilation shafts only for ventilation purposes. 

• Shut down the system before working on ducts using heat-producing devices for cutting, 

welding or soldering and ensure combustible deposits, lining and covering material has been 

removed first. 

• Retain record of inspections, tests and maintenance for 2 years. 
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Automatic Sprinkler System: 
 

 
1. Monthly Test by External Contractor: 

• All alarms on all sprinkler systems, using the “alarm test connection” (or an inspector – 

approved alternative). 

 
2. Every 2 Months Test by External Contractor: 

• All transmitters and water-flow activated devices on all electrical supervisory signal services 

for the supervised flow valves. 

 
3. Every 6 Months Test by External Contractor: 

• Gate valve supervisory tamper, flow switches and other sprinkler and fire protection system 

supervisory devices. 

 
4. Annual Inspection by External Contractor: 

• All sprinkler heads for damage, corrosion, grease, dust or paint, replace as necessary. 

• Sprinkler heads in good condition. 

• Remove plugs and caps on fire department connection and check threads for wear, rust or 

obstructions. Plugs or caps are to be wrench–tight secured. 

• All fire department connections are properly marked. 

 
5. Annual Test by External Contractor: 

• Wet sprinkler system using “inspector’s test” connection (most hydraulically remote). 

• Water pressure by fully opening the main drain valve. Conducted only after Section 5 is 

completed. 

 
6. Standard for Repairs and Replacement Alterations: 

• Standard for repairs and replacement alterations for the sprinkler systems are as per NFPA 

Standards and the Ontario Fire Code. Should repairs/replacements be required, the contractor 

will come out to the site to quote on repairs. 

 
Important 

• In event of fire, ensure control valves are not closed until fire is extinguished or considered 

under control per Brock Township Fire Department. 

• Sprinkler heads are to be clear of obstructions. 

• Sprinkler pipe is not to be used to support anything. 

• Auxiliary drains are inspected during cold weather to prevent freezing. Flush piping system if 

necessary. 

• Spare sprinkler heads and sprinkler wrenches are on hand e.g., 6 spares for 300 heads. 

• Repairs and replacement alternations are in accordance with approved guidelines for the 

“Sprinkler Systems”. 

• Retain record of inspections, tests and maintenance for 2 years. 

• Reference:  NFPA 13 “Sprinkler Systems”. 

• Notify the Fire Monitoring Company prior to conducting tests. 
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Water Supplies for Firefighting: 
 

1. Daily Check by Environmental Services: 

• Main shut-off room temperature during freezing weather. 

 
2. Weekly Inspect by Environmental Services: 

• Valves controlling fire protection water supply. 
 

 
 

Means of Egress: 
 

1. Daily by Lakeview Manor Staff: 

• All doors and fire separations. 

 
2. Monthly by Lakeview Manor Staff: 

• All doors and fire separations. 

 
3. As Required by Lakeview Manor Environmental Services Staff: 

• Check that all fire separation doors will close. 

• Ensure exit signs are clear and legible. 

• Ensure exit lights are illuminated and in good repair. 

• Keep corridors free of obstructions. 
 

 
 

Brock Township Fire Department Access: 
 

1. As Required by Lakeview Manor Staff: 

• Keep streets, yards, private roadways and fire routes clear for fire vehicles. 
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Section 8: Alternative Safety Measures 
 

Refer to Contractor’s List of Phone Numbers see appendix #9. 
 

Fire Alarm or Sprinkler Shutdown: The Emergency Coordinator designates a staff member to 

implement a Fire Watch in the event of a fire alarm system and/or sprinkler system shutdown. The 

Fire Watch is to occur in all affected areas of the Home. The Fire Watch form to be completed and 

includes the following; location, date, concerns, comments, name of supervisor notified and initials, 

see appendixes #10, 11 & 12. The Emergency Coordinator (EC) is to notify all staff, the Fire 

Monitoring Company and the Brock Township Fire Department if a shutdown occurs. 

 
Fire Watch Procedure: 

 

The Emergency Coordinator (EC) or Designate to: 
1.  Notify G.I.T. Monitoring Company at 1-800-461-1711 / 1-705-325-4141. 
2. Notify staff and Residents by telephone communication, posters and word-of- mouth. 

3. Advise staff of the location, extent and duration of shut-down. 

4. Instruct staff to phone 911, requesting 3-tiered response and G.I.T. Monitoring Company in 

the event of a fire-related emergency. 

5. Coordinate a FIRE WATCH, i.e. monitoring of the building for fire and safety hazards, 

when part or all of the fire alarm system and /or sprinkler system is shut down. See 

appendixes # 10, 11 & 12. 

6. Notify all staff, Brock Township Fire Department and Fire Monitoring Company when the 

system is operational. 

 
Individual Zone Impairment: (Often occurs to enable repair work to be accomplished 

without activating the fire alarm by mechanical maintenance staff or outside contractor, e.g. 

when welding a pipe or changing a smoke detector.) 

1.  Follow above Fire Watch procedure. 

 
Temporary Blockage of Fire Department Access Routes or Building Exits: The Manager of 

Environmental Services or designate to notify and advise the following of the location, duration and 

nature of the blockage: 

1.  Fire Chief or Deputy Fire Chief. 

2.  G.I.T. Monitoring Company at 1-800-461-1711 / 1-705-325-4141. 

3.  All Staff. 

 
Fire Extinguisher and Fixed Extinguishant Systems Requiring Service: The Manager of 

Environmental Services or designate to: 

1. Immediately contact contractor to service and if necessary shut down and repair the fixed 

system and replace the extinguisher. 

2. A temporary extinguisher may be placed in the location. 

 
Elevator Requiring Service: The Manager of Environmental Services or designate to: 

1. Notify staff and Residents. 

2. The elevator is returned to the main floor, doors opened and people removed. 

3. They will be kept on the main floor until the emergency is over. 

4. Contact elevator service company 
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Section 9:  Non-Ambulatory Residents 
 

Per Resident Home Area: 
Approximately 20/25 Residents per Resident Home Area are non-ambulatory. 

 
Per Floor: 

Approximately 40/50 Residents per floor are non-ambulatory. 

 
Per Lakeview: 

Approximately 125 of the total 149 Residents are non-ambulatory. 
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Section 10: Appendixes 
 

 

Appendixes: #1 List of Main Fire Alarm & Annunciator Panel Locations 

 #2 List of Fire Alarm Devices and Locations/Verification Inspection 

 #3 List of Portable Fire Extinguishers Types, Sizes and Locations 

 #4 List of Emergency Light Locations 

 #5 CODE RED Summary Report (Form) 

 #6 Resetting Fire Alarm Pull Stations 

 #7 Education Record Form 

 #8 CODE RED Drill Report (Form) 

 #9 Contractor/Resource List 

 #10 Fire Watch Report Form – Day Shift 

 #11 Fire Watch Report Form – Afternoon Shift 

 #12 Fire Watch Report Form – Night Shift 

 #13 Fire Quick Reference Guide 

 #14 Management Telephone/Address List for Emergencies 

 #15 Floor Plans 

 #16 Durham Region Communications Protocol 

 #17 Fire Plan Approval Letter – Township of Brock 

 #18 Property Loss and Damage Report 

 














































































