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11..       GGEENNEERRAALL  PPRROOCCEEDDUURREESS  TTOO  FFOOLLLLOOWW  IINN  CCAASSEE  OOFF  FFIIRREE  

       All employees will also follow the procedures outlined in their department. 
 
 

aa))    UUPPOONN  DDIISSCCOOVVEERRIINNGG  AA  FFIIRREE 
                   

01.  Providing assistance to anyone in immediate danger from the fire 
has first priority. If, for example, a resident is involved in fire 
(clothing or bedding is on fire) extinguish the fire immediately and 
rescue the resident. Assure yourself that the room has been 
completely evacuated. Checking bathroom, behind bathroom door, 
clothes closet, sink cabinets, under bed, behind curtains, generally 
precedes turning on the alarm. 

 
02.  Pull the alarm (if necessary). 

 
03.  Attend to resident(s) and visitor(s) immediately and remove them 

from fire area. 
 

04.  Use the Fire Extinguisher iiff  ppoossssiibbllee, do this OONNLLYY if the fire is 
very small and you know you can put it out. 

 
05.  Notify the Command Post to give exact location and describe the 

fire condition. 
           

Weekdays:    Main Office – extension 22000000 
           Evenings, nights, weekends:   Nursing Station 1st floor – ext. 22110011 

 (alternate command post nursing         
 station) 

 
06.  Confine the fire – close the doors and windows and do not re-enter 

the room 
 

07.  If necessary, evacuate residents from adjoining rooms and rooms 
directly across hallway and bring them across to nearest fire doors. 

 
08.  Close all windows and doors in all other rooms to prevent heat or 

smoke from getting into rooms or hallways, and to prevent draft. 
 

09.  Turn on lights (if necessary). 
 

10.  Do not use elevators. 
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11.  To prevent doorways from being blocked, remove all equipment 

from hallway and store in any unoccupied room. 
 
 
12.  Re-assure residents and visitors. Visitors are to remain with the 

residents they are visiting. 
 

13. Shut off all electrical equipment unless such action would be 
hazardous. 

 
14.  Carry on emergency fire procedures as outlined in the 

departmental instructions. 
 

15.  Do not run. 
 

16.  Be prepared to evacuate. 
 

17.  Account for all residents. 
  
  

bb))   UUPPOONN  HHEEAARRIINNGG  AA  FFIIRREE  AALLAARRMM:: 
 

01.  Proceed to your designated staff pool area and await instructions. 
 

02.  If fire is in your area, you may be required to respond to the alarm. 
WWHHEENN  RREESSPPOONNDDIINNGG  TTOO  TTHHEE  AALLAARRMM,,  VVEERRIIFFYY  IIFF  SSMMOOKKEE  
DDEETTEECCTTOORR  LLIIGGHHTT  IISS  OONN..  IITT  IISS  AALLSSOO  IIMMPPOORRTTAANNTT  TTOO  
VVEERRIIFFYY  TTHHEE  PPUULLLL  SSTTAATTIIOONNSS  OONN  TTHHEE  WWAALLLLSS  IINN  TTHHEE  AARREEAA  
OOFF  TTHHEE  FFIIRREE..   

  
03..       Personnel who have residents with them in other departments will 

remain with the resident until CODE RED is cancelled or further 
instructions are issued. 

 
04.  All other personnel will follow their specific departmental 

instructions. 
 

05.  Close all doors and windows to prevent heat or smoke from getting 
into rooms or hallways and to prevent draft. 

 
06.  Reassure residents and visitors. Visitors are to remain with the 

residents they are visiting. 
 

07.  To prevent doorways from being blocked, remove all equipment 
from hallway and store in any unoccupied room.. 

 
08.  Turn lights on (if necessary). 

 
09.  Prepare for possible evacuation. 

 
10.  Standby for further instructions. 
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cc))          FFIIRREE  AALLAARRMM  PPRROOCCEEDDUURREESS  FFOORR  EEVVAACCUUAATTIIOONN::  
 

In Case of an evacuation, the Fire Marker that is hung behind the 
resident’s door MMUUSSTT be placed around the door handle and MMUUSSTT be 
leaning on the door frame.  This means that the room has been evacuated.  
If the door is opened, the Marker will swing down.  The room must then 
be re-checked. 

   
 
 

dd))          AAPPAARRTTMMEENNTTSS::  
            

PPlleeaassee  nnoottee  tthhaatt  tthhee  AAppaarrttmmeenntt  UUnniittss  aarree  ppaarrtt   ooff  AAuu  CChhââtteeaauu  
aanndd  tthhee  FFiirree  aanndd  ddiissaasstteerr  pprroocceedduurreess  aappppllyy  ttoo  tthhee  aappaarrttmmeenntt  
uunniittss..   
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22..         DDEEPPAARRTTMMEENNTTAALL  PPRROOCCEEDDUURREESS  TTOO  BBEE  FFOOLLLLOOWWEEDD  IINN  CCAASSEE  
OOFF      FFIIRREE  
  

aa))      NNUURRSSIINNGG  DDEEPPAARRTTMMEENNTT::  
 
                0011..  NNUURRSSIINNGG  PPRROOCCEEDDUURREESS  FFOORR  EEVVEERRYY  SSHHIIFFTT::  
  
                              IIff  yyoouu  DDIISSCCOOVVEERR  aa  FFIIRREE:: 
 

01.  In any area of the Home, follow the GGeenneerraall  PPrroocceedduurreess 
outlined on  pages 2-3-4 of this manual 

 
02.  Upon hearing the fire alarm all nursing personnel must 

return to  their work station. 
 
                              IIff  FFIIRREE  iiss  iinn  YYOOUURR  AARREEAA:: 
 

01. AAllll   rreessiiddeennttss  iinn  tthhee  aarreeaa  ooff  tthhee  ffiirree  hhaavvee  ttoo  bbee  
aaccccoouunntteedd  ffoorr..    

 
            Use Red clip board in that section. 

 
                      IIff  FFIIRREE  iiss  EELLSSEEWWHHEERREE  iinn  tthhee  HHOOMMEE:: 
           

01.   Report to your designated staff pool, and await instructions. 
 

YYoouurr  SSttaaffff  PPooooll  AArreeaa  iiss  tthhee  NNuurrssiinngg  SSttaattiioonn  11sstt  FFlloooorr  
uunnlleessss  ootthheerrwwiissee  ssppeecciiffiieedd..  

  
  
                0022..  NNuurrssiinngg  --    WWEEEEKKDDAAYYSS::  
  
               IIff  FFIIRREE  iiss  iinn  YYOOUURR  AARREEAA 
 
                          0011..  DDiirreeccttoorr  ooff  CCaarree 
                     

Report to the scene of the fire in your department. Take 
charge of your department. Assure yourself that procedures 
are being carried out. 

 
            0022. HHeeaadd  NNuurrssee:: 
                     

If  fire is in your area you must account for all residents in 
your section, using red clip board. Station yourself at the 
Nursing Station. If you are missing some residents report to 
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the Command Post to require assistance. ( Weekdays – 
Main Office – extension 0 ). 

 
 

You must go to the Nursing Station in your section and 
direct the personnel to the area that they have to verify. 
You must remain at your station until further notice and 
must be readily available to answer the telephone. Notify 

            Command Post of area of fire when advised. 
 
                             
                0033.   MMeeddiiccaattiioonn  RRPPNN  ––  11sstt  FFlloooorr 
 

You are in charge of the Staff Pool under the direction of 
the supervisor. Keep record of the number of employees in 
the staff pool and give report to the Head Nurse. Delegate 
one employee to the Command Post stating                    
number of employees in Staff Pool Nursing 1st Floor. Give 
report of activities to the Head Nurse. 

 
                0044.   AAllll   ootthheerr  NNuurrssiinngg  SSttaaffff 
 

Follow GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  ppaaggeess  22--33--
44  of this manual. If fire is in your area assist in the 
accounting of residents in your section. Report names of 
residents to the head nurse. 

 
                    

    IIff  FFIIRREE  iiss  EELLSSEEWWHHEERREE  iinn  tthhee  HHOOMMEE:: 
 

0011..   Assure yourself that procedures are being carried out in 
your department. 

 
              0022..      MMeeddiiccaattiioonn  RR..PP..NN..  

 
You must go to the Nursing Station in your section and 
direct the personnel to the area that they have to verify. 
You must remain at your station until                                    
further notice and must be readily available to answer the 
telephone. 

 
               0033.   MMeeddiiccaattiioonn  RR..PP..NN..  ––  11sstt  FFlloooorr   
 

You are in charge of the Staff Pool under the direction of 
the supervisor. Keep a record of the number of employees 
in the Staff Pool and give report  to the Head Nurse.                   
Delegate one employee to the Command Post stating 
number of employees  in Staff Pool Nursing 1st Floor. Give 
report of activities to the Head Nurse. 
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               0044.   HHCCAA  11  

  
      Remain on your floor. 

 
               0055.   AAllll   ootthheerr  NNuurrssiinngg  SSttaaffff 
 

Follow GGeenneerraall  PPrroocceedduurreess outlined on page 2-3-4 of 
this manual. Report to your Head Nurse and proceed to 
Nursing Staff Pool on 1st floor. 

 
                                          YYoouurr  SSttaaffff  PPooooll  aarreeaa  iiss  tthhee  NNuurrssiinngg  SSttaattiioonn  11sstt  
FFlloooorr..  
 
  

0033..              NNuurrssiinngg  ––  EEVVEENNIINNGGSS,,  NNIIGGHHTTSS  AANNDD  WWEEEEKKEENNDDSS  
  
                    
   0033..11..   PPRROOCCEEDDUURREESS  ffoorr  CCOOMMMMAANNDD  PPOOSSTT  ––  NNUURRSSIINNGG  ––    
          EEVVEENNIINNGG--WWEEEEKKEENNDDSS  
  
    Follow GGeenneerraall  PPrroocceedduurreess on pages 2-3-4 of this manual. 
 

TThhee  RRPPNN  oonn  11sstt  FFlloooorr  eessttaabblliisshheess  tthhee  CCoommmmaanndd  
PPoosstt::   

  
PPRROOCCEEDDUURREESS:: 

 
01.   Upon hearing the fire alarm, check annunciator 

panel for area of fire. 
 

02.  Announce CODE RED loud and clear on the P.A. 
three (3) times identifying the area of the fire or 
department. 

 
                  03.   Contact the Fire Department  - 775533--11117700 
 

04.   Keep the telephone line open with the Fire 
Department. 

 
05.   Set Walkie Talkie to Channel 1 and await 

instructions from fire area (RN).                        
 

06.   Advise non-emergency calls from outside the Home 
to call back at a later time. 

 
07.   Keep written record of the time and sequence of 

events. Give documentation to the Supervisor. 
 

08.   Keep record of number of employees in Staff Pool  
  Nursing 1st Floor. 
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YYoouu  aarree  iinn  cchhaarrggee  ooff  SSttaaffff  PPooooll  uunnddeerr  tthhee  
ddiirreeccttiioonn  ooff  tthhee  SSuuppeerrvviissoorr..  

 
09.   IIff  ffiirree  iiss  iinn  yyoouurr  aarreeaa you must assure yourself  

that all residents in that section are accounted for, 
using red clip board. 

 
                  10.   Cancel CODE RED when advised by Supervisor. 
 

11.   On evening or night shift, on weekends or holidays, 
if it is decided that  aassssiissttaannccee is required, notify 
the EEmmeerrggeennccyy  ccaallll   ll iisstt: 

 
                          Administrator     - Jacques Dupuis    753-6343  

           497-4169 (cell) 
                                               

Environmental  
Services Mgr.    – Marcel Bergeron  753-3022 

               840-8337 (cell) 
 
 

                        Director of Care- Cindy Brouillette  845-1656 (cell)                    
 

TThheeyy  wwiillll   ccoonnttaacctt  tthhee  iinniittiiaall  EEmmeerrggeennccyy  
CCaallll   ll iisstt     

    ppaaggee  1188  
  
  
  
  

0033..22..   PPRROOCCEEDDUURREESS  FFOORR  RRNN  SSUUPPEERRVVIISSOORR  ––  
EEVVEENNIINNGGSS,,  NNIIGGHHTTSS  AANNDD    WWEEEEKKEENNDDSS  

 
             WWHHEENN  YYOOUU  HHEEAARR  TTHHEE  FFIIRREE  AALLAARRMM: 
 
                  01.   Report to the scene of the fire. 
                 
                  02.   Assess the severity of the fire. 
 

03. Contact Command Post Nurse – Utilizing Walkie 
Talkie 

 
                  04.   Determine the need to evacuate. 
 

05.   Direct staff in the evacuation and fire fighting 
procedures. 

 
06.   Assure yourself that all residents are accounted for 

in the area of the fire. 
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07.   The Supervisor will assure herself that the 
following information is  collected and documented: 

  
                   >  the information received and the time. 

                         >  the orders given. 
                      >  the staff sent from the staff pools to perform certain  

tasks. 
>  the name of the person in charge of the Staff Pools 

and the number of people present. 
 
                         Staff pool areas – Nursing 1st  Floor – Ext. 2101 
                                                   Dining Lounge – Dietary Dept         – Ext. 2031 
 
  

NNOOTTEE::  AAfftteerr  44::0000  pp..mm..,,   tthhee  ssttaaffff  ppooooll  ffoorr  AALLLL  
EEMMPPLLOOYYEEEESS  iiss  tthhee    NNuurrssiinngg    SSttaattiioonn  11sstt  FFlloooorr..  

 
08.   R.N. Supervisor will ensure that maintenance or 

Security Guard has reset  the alarm. 
 

N.B.   You must remain at the scene of the fire until the 
arrival of the FFiirreeffiigghhtteerrss..   

  
YYoouu  aarree  rreessppoonnssiibbllee  ffoorr  ffiillll iinngg  ooff  FFiirree  IInncciiddeenntt  
RReeppoorrtt   FFoorrmm.. 

                                                          
                                      
  

0033..33          PPRROOCCEEDDUURREESS  FFOORR  AALLLL  OOTTHHEERR  NNUURRSSIINNGG  
SSTTAAFFFF  --  EEVVEENNIINNGG,,  AANNDD    WWEEEEKKEENNDDSS  

 
Follow the GGeenneerraall  PPrroocceedduurreess on pages 2-3-4 of this 
manual 

 
                 01.   MMeeddiiccaattiioonn    NNuurrssee::   (Nursing Sections 2-3-A) 
  

YYoouurr  SSttaaffff  PPooooll  aarreeaa  iiss  yyoouurr  NNuurrssiinngg  
SSttaattiioonn..   You must remain in your section and 
wait for instructions. Give report of activities to 
evening and weekend supervisor.  If fire is in your 
area, using red clipboard, assure yourself that all 
residents in your section are accounted for. 

 
If fire is somewhere else in the Home you must 
remain at your Station until further notice and must 
be readily available to answer the telephone. 

 
                 02.  HHCCAA  ––    33rrdd  FFlloooorr   
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NNuurrssee’’ss  AAiiddee  AAssssiiggnnmmeenntt    AA – Supervise the 
exit door at the far end of the  hallway (Northwest 
door) until alarm has been reset and door is secure. 

 
  
HHCCAA  --  AAssssiiggnnmmeenntt  BB – Supervise the exit door 
near the Nursing Station as well as the door to the 
elevator until the alarm has been reset and the door 
is secure. 

  
                                  03.      AAllll   OOtthheerr  HHCCAA''ss  

Follow  GGeenneerraall  PPrroocceedduurreess outlined on pages 
2-3-4. 

 
               
 

NNIIGGHHTTSS    
 

Follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  
ppaaggeess  22--33--44  of this manual. 

                          
                                01.      HHCCAA''ss::   
  
                        HHCCAA’’ss  ––  11sstt  FFlloooorr--  EEssttaabblliisshh  CCoommmmaanndd  
PPoosstt..   

 
HCA’s 2nd and section A – follow general and 
Nursing  procedures  outlined on pages 8-9-10. 
Remain on your floor unless assistance is required. 

 
HCA’s 3rd Floor – Report to your floor and 
supervise the exit door near the Nursing Station as 
well as the door to the elevator, until alarm has been 
reset and  door is secure. 

  
                                02.      RRPPNN’’:: 
                    

RPN – 2nd Floor & Section A - Upon hearing the 
fire alarm, report to the area of fire to assist RN in 
locating fire. 

 
03.    RPN - 1st Floor & 3rd Floor- Upon hearing fire 

alarm, report to the 3rd Floor and supervise the exit 
door at the far end of the hallway (Northwest door) 
until alarm has  been reset and door is secure. 
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bb))          AAddmmiinniissttrraattiioonn  
  

DDuurriinngg  BBuussiinneessss  HHoouurrss  --  MMOONNDDAAYY  TTOO  FFRRIIDDAAYY  ––  88::0000  AAMM  
TTOO  44::0000  PPMM  

 
When a fire is discovered, it is the responsibility of the Administrator or 
his delegate to assess its severity in collaboration with maintenance staff 
and the fire department if available, and to determine if there is need of 
assistance from any of the staff pools or if partial or global evacuation 
should commence.  He/She will then decide if the alarm is to go to the 2nd 
stage.  He/She will then instruct the switchboard as to when to announce 
the cancellation of CODE RED and see that the alarm is reset. 

 
DDUUTTIIEESS  ooff  tthhee  AADDMMIINNIISSTTRRAATTOORR  OORR  HHIISS  DDEELLEEGGAATTEE::  

  
Procedures when you hear the fire alarm: 

 
                  01.   Establish the COMMAND POST. 
 
                  02.   Delegate a responsible person to the area of the fire to assess its  
    severity. 
 

03.   The Administrator or his delegate will assure himself that the 
following information is collected and documented: 
(Administration Fire Checklist): - time of fire and person reporting 
it. 

                               - orders given and delegate’s name. 
- number of persons in staff pools with signatures and name of             
  person in charge. 

 
                  04.  Stand by to receive information from fire scene delegate. 

 
                  05.   Determine the need for evacuation (partial or global). 
  

TTHHEE  CCOOMMMMAANNDD  PPOOSSTT  ((AAddmmiinniissttrraattiioonn  aanndd  OOffffiiccee  
PPeerrssoonnnneell))  

 
The Command Post will be located in the Main Office. It controls all staff 
pool areas and all requests for additional personnel. It is also the collecting 
and disseminating centre for all reports to all concerned (news media, 
etc.). The alternate command post is the Nursing Station – 1st Floor. 

 
This area will be staffed by: 
- the Administrator or his delegate. 
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- two administration staff members. 

 
These will be the only authorized persons responsible for the operation of 
the Command Post. 

 
NNOOTTEE::  WWeeeekkddaayyss,,   bbeettwweeeenn  tthhee  hhoouurrss  ooff  1122::0000  pp..mm..  aanndd  11::0000  
pp..mm..,,   tthhee  HHoouusseekkeeeeppiinngg  HHeellpp  ((SSeeccttiioonn  BB))  wwiillll   rreeppoorrtt   ttoo  tthhee  
CCoommmmaanndd  PPoosstt..   
AAddmmiinniissttrraattoorr’’ss  DDeessiiggnnaattee – If the Administrator is absent, you are in 

 charge of the Command Post. 
 
PPRROOCCEEDDUURREESS  ––  IIFF  FFIIRREE  iiss  EELLSSEEWWHHEERREE  iinn  tthhee  HHOOMMEE 

 
  

0011..      AANNNNOOUUNNCCEEMMEENNTT    OOFF  CCOODDEE  RREEDD  
  
           One office staff: 
 

a) Announces CODE RED on the P.A. system three (3) times 
identifying the  area or Department. 

   
          b)  Advises non-emergency calls from outside the Home to call back  
    at a later time. 
 
          c)  Keeps the telephone line open with the fire department. 
 

d)  If assistance is required, the Command Post will communicate with 
the staff pools for assistance and direct them to the area where they 
are needed. 

 
                Staff pools: 1- Main Dining Lounge 

                      2- Nursing Station (1st Floor) 
                      3- Main Office 

 
  

0022..  AADDMMIINNIISSTTRRAATTIIOONN  FFIIRREE  CCHHEECCKKLLIISSTT 
 
            One office staff member will: 
 

a)   Be responsible to fill out the Administration Fire Checklist and 
have everyone in staff pool sign  the back of the Checklist for 
attendance purposes. 

 
OOnnee  ooffffiiccee  ssttaaffff  pprroocceeeeddss  ttoo  CChhaappeell  oorr  FFooyyeerr  ddeess  CChhââtteellaaiinneess  
wwiitthh  rreessiiddeennttss. 

  
  
  

0033.  CCAANNCCEELLLLAATTIIOONN  OOFF  CCOODDEE  RREEDD 
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If  and when you are advised by the maintenance crew that the 
fire has been put out,   announce over the P.A. three (3) times that 
the CODE RED has been cancelled. 

  
  
  
  
  
0044.  EEVVAACCUUAATTIIOONN  ––  CCOODDEE  YYEELLLLOOWW 

 
If and when you are advised by the Administrator or his delegate 
during business that a vertical or horizontal evacuation is 
necessary, announce three (3) times on the P.A. CCOODDEE  
YYEELLLLOOWW,, stating area to be evacuated. The second stage alarm 
will be activated and the alarm will sound at one hundred and 
twenty (120) strokes per minute for an evacuation. 

 
0055..    CCAANNCCEELLLLAATTIIOONN  OOFF  CCOODDEE  YYEELLLLOOWW 

 
The Administrator with the assistance of the Fire Department will 
make the decision to cancel code Yellow.  The office staff will 
then announce over the P.A. three (3) times that the CODE 
YELLOW has been cancelled.    

                                                                             
   066.  EEVVAACCUUAATTIIOONN  --  CCOODDEE  BBLLUUEE 
 

If and when you are advised by the Administrator or his delegate 
during business hours that a complete evacuation is necessary, 
announce three (3) times on the P.A. CCOODDEE  BBLLUUEE..  The second 
stage alarm will be activated. 
  
TThhee  ccoommmmaanndd  ppoosstt  wwiillll   ccaallll   tthhee  aammbbuullaannccee  aanndd  bbuuss  
ttrraannssppoorrttaattiioonn  ttoo  ttrraannssppoorrtt   rreessiiddeennttss  ttoo  sshheelltteerr  aarreeaass  
((ccoommpplleexx  aanndd  hhoossppiittaall))..   

 
      
11..   FFOORR  SSHHEELLTTEERR  --  CCOOMMPPLLEEXX   
 
Sarah Furchner – Coordinator of Community Services 

 
753-0160 (Bus) 
498-9766 (Cell) 

     
Marc Ayotte – Facility Manager 

 
358-0890 (Cell) 
 

 
West Nipissing General Hospital 
 

 
753-3110 

 
22..   FFOORR  TTRRAANNSSPPOORRTTAATTIIOONN    
    DDaayyss                                     :  Allouette Bus Lines 753-3911 
        EEvveenniinnggss  aanndd  WWeeeekkeennddss :  Mike Brideau 840-6453 (Cell) 
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33..SSTTUURRGGEEOONN  FFAALLLLSS  AAMMBBUULLAANNCCEE  

  

 
9-1-1 

  
  
  
OOTTHHEERR  OOFFFFIICCEE  SSTTAAFFFF 

 
a)   Shut off all equipment unless hazardous to life and close all 

doors and windows to your department. 
 
        b)   Close all files, doors and safe. 
 
        c)   Report to your designated staff pool. 
 
                              YYoouurr  ssttaaffff  ppooooll  aarreeaa  iiss  tthhee  MMAAIINN  OOFFFFIICCEE..  
  
  

PPRROOCCEEDDUURREESS  ffoorr  CCOOMMMMAANNDD  PPOOSSTT  ––  iiff  FFIIRREE  iiss  iinn  
YYOOUURR  AARREEAA:: 

 
       a)   Pull the fire alarm. 
  

b)   The Administrator or his delegate and one office staff will 
establish the command  post at the Nursing Station 1st Floor 
(follow procedures for  command post p.10). 

 
    

OOTTHHEERR  SSTTAAFFFF 
 

a)   Close the doors and windows of the room where there is a 
fire to confine it. 

 
b)   Make sure you are out of danger. 

 
c)   Try to put out the fire only if it is small and not between 

you and the exit. 
 

d)   Evacuate if necessary, ensure doors and windows are 
closed to fire affected area. 

 
e)   Report to the Staff Pool at the 1st Floor  Nursing Station 

and wait for instructions either to evacuate or to return to 
normal when CODE  RED is cancelled. 

 
   
 
 

SSTTAAFFFF  PPOOOOLL  AARREEAASS 
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When a fire or disaster situation is declared, all available personnel 
shall immediately proceed to the nearest staff pool area and await 
further instructions from the command post.  During a disaster, all 
employees are to enter by the Main Entrance door only. 

 
  

RREESSPPOONNSSIIBBIILLIITTIIEESS  OOFF  PPEERRSSOONN  IINN  CCHHAARRGGEE 
 

a)   Count the number of persons in your pool area.  Delegate 
one employee to the command post, stating number of 
persons in staff pool. 

 
b)   Assign appropriate personnel on request from the command 

post. 
 

c)   Keep telephone lines clear at all times. 
 

  
  
TTHHEE  PPRREE--DDEETTEERRMMIINNEEDD  SSTTAAFFFF  PPOOOOLL  AARREEAASS  AARREE::  
 
  
DDEEPPAARRTTMMEENNTTSS                                                                                                                                                      SSTTAAFFFF  
PPOOOOLL  AARREEAA  
 
 
 
Administration                                                                                  Main Office 
 
 
Dietary 
Laundry                                                                                            Main Dining Room  
Amenity (Staff Lunch Room) 
Housekeeping (Section A) 
 
RAI-MDS/QA Coordinator & Skin/Wound Care Clerk       )     
Housekeeping (Working 1-2-3 floors, Sec. B)                             )   Nursing Station 1st Floor  
Adjuvant                                                                                       )     
All nursing staff             )  
  
  
  
BBeettwweeeenn  tthhee  hhoouurrss  ooff  1122::0000  pp..mm..  aanndd  11::0000  pp..mm..  tthhee  HHoouusseekkeeeeppiinngg  HHeellpp  ((SSeeccttiioonn  
BB))  wwiillll   rreeppoorrtt   ttoo  tthhee  CCoommmmaanndd  PPoosstt  ((MMaaiinn  OOffffiiccee))  
  
AAfftteerr  44::0000  pp..mm..::     AAllll   eemmppllooyyeeeess  mmuusstt  rreeffeerr  ttoo  tthheeiirr  DDeeppaarrttmmeennttaall  IInnssttrruuccttiioonnss. 
                                         
  

cc))          AAddjjuuvvaanntt    --  AAccttiivviittyy  DDeeppaarrttmmeenntt  SSttaaffff   
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                          IIFF  YYOOUU  HHEEAARR  TTHHEE  AALLAARRMM  OORR  DDIISSCCOOVVEERR  AA  FFIIRREE:: 
     

In any area of the Home, follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  
ppaaggeess  22--33--44  of this manual. 

 
YYoouurr  ssttaaffff  ppooooll  aarreeaa  iiss  iinn  tthhee  NNuurrssiinngg  SSttaattiioonn  11sstt  FFlloooorr..     
AAwwaaiitt   ffoorr  iinnssttrruuccttiioonnss..  

    
dd))                DDiieettaarryy  DDeeppaarrttmmeenntt  SSttaaffff  

  
                          IIFF  YYOOUU  HHEEAARR  TTHHEE  AALLAARRMM  OORR  DDIISSCCOOVVEERR  AA  FFIIRREE::  
  

In any area of the Home, follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  
ppaaggeess  22--33--44  of this manual. 

 
                        YYoouurr  ssttaaffff  ppooooll  aarreeaa  iiss  iinn  tthhee  MMaaiinn  DDiinniinngg  RRoooomm..  
  

NNOOTTEE::    AAfftteerr  44::0000  pp..mm..,,   tthhee  DDiieettaarryy  SSttaaffff  PPooooll  iiss  tthhee  NNuurrssiinngg  
SSttaattiioonn  11sstt    FFlloooorr..   IIff  rreessiiddeennttss  aarree  iinn  DDiinniinngg  RRoooomm  ((PPoossiittiioonn  
LL11))  ssttaayyss  wwiitthh  
rreessiiddeennttss..  

 
              
                        SSTTAAFFFF  PPOOOOLL  ––  MMAAIINN  DDIINNIINNGG  LLOOUUNNGGEE  
 

The Dietary Supervisor or delegate, is responsible for the Staff Pool in the 
Main   Dining Room.  Keep a record of the number of employees in the 
Staff Pool by having every staff member sign the Staff Pool Attendance 
List. Once filled out, delegate one employee to return the Staff Pool 
Attendance List to the Command Post. 

 
            The list of responsible employees for the staff pool are as follows: 
 
            01.   Dietary Supervisor 
            02.   Cook (A) 
            03.   Employee (J) at 11:15 a.m.  
 

Therefore, in the absence of the Supervisor, the Cook (A) is responsible. If 
the Supervisor  and Cook are absent,  employee (J) at 11:15 a.m. is 
responsible for the staff pool. 

 
 
                      PPrroocceedduurreess  ffoorr  PPOOSSIITTIIOONN  ““MM””::  
  
                        MMoonnddaayy  ttoo  FFrriiddaayy  bbeettwweeeenn  tthhee  hhoouurrss  ooff  1122::0000  pp..mm..  aanndd  
11::0000  pp..mm..  

Report to Chapel and Salon des Chatelaines and group residents in one of 
these rooms until further instructions are issued. 
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WWeeeekkeenndd  aanndd  SSttaattuuttoorryy  HHoolliiddaayyss  bbeettwweeeenn  tthhee  hhoouurrss  ooff  1122::0000  
ppmm  aanndd  88::0000  ppmm    
Report to Chapel and Salon des Chatelaines and group residents in one of  
these rooms until further instructions are issued. 

 
 
 
 
 
  

        ee  ))      HHoouusseekkeeeeppiinngg––  CCuussttooddiiaann  SSttaaffff  
  
                      IIFF  YYOOUU  HHEEAARR  TTHHEE  AALLAARRMM  OORR  DDIISSCCOOVVEERR  AA  FFIIRREE  

In any area of the Home, follow the GGeenneerraall  PPrroocceedduurreess outlined on 
page 2-3-4 of this  manual. 

 
SSttaaffff  wwoorrkkiinngg  iinn  aammeenniittyy  ((SSttaaffff  RRoooomm))  aanndd  SSeeccttiioonn  AA  yyoouurr  
ssttaaffff  ppooooll  aarreeaa  iiss  tthhee  MMaaiinn  DDiinniinngg  RRoooomm..  

  
SSttaaffff  wwoorrkkiinngg  oonn  11sstt  FFlloooorr,,   22nndd  FFlloooorr,,   33rrdd  FFlloooorr,,   SSeeccttiioonnss  BB  
aanndd  CC  yyoouurr  SSttaaffff  PPooooll  aarreeaa    iiss  NNuurrssiinngg  SSttaattiioonn  ((ffiirrsstt   FFlloooorr))..  

 
 
        ff  ))        LLaauunnddrryy  DDeeppaarrttmmeenntt  SSttaaffff 
 
                      IIFF  YYOOUU  HHEEAARR  TTHHEE  AALLAARRMM  OORR  DDIISSCCOOVVEERR  AA  FFIIRREE::  

In any area of the Home, follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  
ppaaggeess  22--33--44  of this  manual. 

 
01.   Shut off any equipment in the area and close doors and windows to 

limit spread of  smoke and flame. 
 

02.   Check storage rooms, boiler room, storage room, close fan switch 
room 25,  maintenance shop, stairs and alcoves. Conduct vertical 
evacuation of residents who may be in these areas. 

 
                  YYoouurr  ssttaaffff  ppooooll  aarreeaa  iiss  tthhee  MMaaiinn  DDiinniinngg  RRoooomm..  
                                    LLaauunnddrryy  WWoorrkkeerr    ((RR  ppoossiittiioonn))  bbrriinngg  sscchheedduulleess  wwiitthh  
yyoouu..  
 
  
  
        gg))          MMaaiinntteennaannccee  SSttaaffff  
  
                        IIff  yyoouu  HHEEAARR  tthhee  AALLAARRMM  oorr  DDIISSCCOOVVEERR  aa  FFIIRREE: 
 
            Follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  ppaaggeess  22--33--44  of this 
manual. 
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      EEnnvviirroonnmmeennttaall  SSeerrvviicceess  MMaannaaggeerr  
  
   01. Proceed to area of fire to offer assistance. 
    
   02. If Maintenance staff is not available to assist at fire, Environmental 
    Services Manager is responsible to cancel Code Red if applicable. 
 

  
  
  
  
  
IIff  FFIIRREE  iiss  iinn  YYOOUURR  AARREEAA::  

  
            01..    Skkiilllleedd  MMaaiinntteennaannccee:  Report to fire area. 
 

           02.   SSeemmii  SSkkiilllleedd  MMaaiinntteennaannccee  ““AA  PPoossiittiioonn””: Shut off any 
equipment  

in the area and close doors, windows, ventilators, compressor 
room, boiler room,  shop, storage room.  Once this has been done, 
report to fire area. 

 
            03.   SSeemmii--SSkkiilllleedd  MMaaiinntteennaannccee  ““BB  ppoossiittiioonn””:: Report to fire 
area. 
  
                        04.      FFiirreeffiigghhtteerrss  aarree  rreessppoonnssiibbllee  ttoo  ccaallll   eelleevvaattoorrss  ttoo  
11sstt  fflloooorr..   
               

05.      Wait for instructions either to evacuate or return to normal when 
CODE  RED is cancelled. 

                  
                        IIff  FFIIRREE  iiss  EELLSSEEWWHHEERREE  iinn  tthhee  HHOOMMEE:: 
 
            01.   Check annunciator panel. 
 
            02..       SSkkiilllleedd  MMaaiinntteennaannccee: report to fire area.  
 
            03.   SSeemmii--SSkkiilllleedd  MMaaiinntteennaannccee:  Report to fire area. 
 

04.   If FFAALLSSEE  AALLAARRMM, the skilled maintenance or delegate will 
reset the fire panel. 

 
05. All key pad doors including all roll-down doors at 1st, 2nd & 3rd 

Floor Nursing stations must also be reset. 
 

SSeeccuurriittyy  GGuuaarrddss  aarree  rreessppoonnssiibbllee  ttoo  rreesseett  tthhee  aallaarrmm  
eevveerryy  ddaayy  bbeettwweeeenn  tthhee  hhoouurrss    ooff  33::0000  pp..mm..  ttoo  1111::0000  
pp..mm....     AAnnyyttiimmee  aafftteerr  tthheessee  hhoouurrss,,   tthhee  rreessppoonnssiibbllee  RR..NN..  
wwiillll   ccoonnttaacctt  tthhee  MMaaiinntteennaannccee  eemmppllooyyeeee  wwhhoo  iiss  oonn  ccaallll   
aatt  tthhaatt  tt iimmee..   
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            06..       In case of fire – Fire Chief will give approval to reset panel. 

 
WWeeeekkddaayyss  ––  yyoouu  aarree  rreessppoonnssiibbllee  ffoorr  ffiillll iinngg  ooff  FFiirree  
IInncciiddeenntt  RReeppoorrtt   FFoorrmm..  

                  
  
  
  
  
  
  
  
  
  
  

          hh))    OOtthheerrss                    
  

           SSeeccuurriittyy  GGuuaarrddss  
         
           Follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  ppaaggeess  22--33--44  of this 
manual. 
 

01.   Upon hearing the fire alarm, proceed to the area of the fire to 
provide assistance. 

           02.   If FALSE ALARM, reset the alarm. 
 
           03.   In case of fire, the Fire Chief will give approval to reset panel. 
 
                                                    
  
                      PPaassttoorraall  CCaarree  
  
          Follow the GGeenneerraall  PPrroocceedduurreess  oouuttlliinneedd  oonn  ppaaggeess  22--33--44  of this 
manual. 
 

01.   Upon hearing the fire alarm, remain in Chapel with residents & 
visitors. 
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0033..  AAPPAARRTTMMEENNTT  UUNNIITTSS  
  
                      IInn  tthhee  eevveenntt  ooff  FFiirree,,   TTEENNAANNTTSS  wwiillll: 
 

01.   Leave the fire area, take key, do not lock doors, rreeppoorrtt   ttoo  tthhee  CCoommmmoonn    
RRoooomm  iinn      yyoouurr  bbuuiillddiinngg..      The Red Clip Board with tenant list is 
behind the door of the Common Room. 

 
           02.   Close all doors and windows behind you. 
 

03.   TTeelleepphhoonnee  tthhee  FFiirree  DDeeppaarrttmmeenntt,,   ddiiaall  99--11--11 (never assume this has 
been done).  Know and give correct address and location of fire in the 
building. 

 
                                  VViillllaa  dduu  LLooiissiirr  ::   110066  MMiicchhaauudd  SSttrreeeett  
  
                                  VViillllaa  ddeess  PPiiggnnoonnss  ::   770099  CCoouurrssooll  RRooaadd  
  
                                  DDoommaaiinnee  LLeeccllaaiirr  ::   771111  CCoouurrssooll  RRooaadd  
  
      VViillllaa  JJooiiee  ddee  VViivvrree  ::   771155  CCoouurrssooll  RRooaadd  

 
          04.   Activate the fire alarm, using pull station. 
 
          05.   Use EEXXIITT stairwells to leave the building immediately. 
 
          06.   Do NNOOTT use elevators. 
 
          07.   Do not return until it is declared safe to do so by Fire Official. 
 
  

IIFF  YYOOUU  AARREE  IINN  AANN  AAPPAARRTTMMEENNTT  AANNDD  FFIIRREE  AALLAARRMM  IISS  HHEEAARRDD:: 
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01.   BBeeffoorree  ooppeenniinngg  ddoooorr, feel door knob and door from top to bottom for 
heat. 

                 If not hot, brace yourself against door and open slightly. If you feel air 
                 pressure or hot draft, close door quickly. 
 

02.   If you find no fire or smoke in corridor, take room key, close door behind  
you and leave by nearest exit stairwell. 

 
03.   If you encounter smoke in corridor or stairwell,  consider taking corridor 

to other side of  building where another stairwell may be clear, or return to 
your  apartment. 

 
  

  
  
  
  
  
IIFF  YYOOUU  CCAANNNNOOTT  LLEEAAVVEE  YYOOUURR  AAPPAARRTTMMEENNTT  OORR  HHAAVVEE  
RREETTUURRNNEEDD  TTOO  IITT  BBEECCAAUUSSEE  OOFF  FFIIRREE  OORR    SSMMOOKKEE,,  RREEMMAAIINN  IINN  
YYOOUURR  AAPPAARRTTMMEENNTT  AANNDD::       

 
          01.   Close the door. 
 
          02.   Unlock door for possible entry by firefighters. 
 

03.   DDiiaall  99--11--11-- and tell Fire Department where you are then signal to fire 
fighters by waving a sheet from balcony. 

 
04.   Seal all cracks where smoke can come in by using wet towels or sheets to 

seal doors, windows and central air conditioning outlets, and any other 
areas where smoke could penetrate.  (Roll of wide strong masking tape is 
useful). 

 
          05.   Crouch low to the floor if smoke enters the room. 
                 

06.   Move to the balcony or most protected room and partially open the 
window for air (close the window if smoke comes in). 

 
          07.   Wait to be rescued. RReemmaaiinn  ccaallmm.. Do not panic or jump. 
 

08.   Listen for instructions or information which may be given by authorized 
personnel or  over loudspeakers. 
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dd))  AALLAARRMM  SSYYSSTTEEMM  AANNDD  FFIIRREE  FFIIGGHHTTIINNGG  EEQQUUIIPPMMEENNTT  
  

FFIIRREE  AALLAARRMM  SSYYSSTTEEMM  :: 
 

Our fire alarm system is activated by smoke detectors, heat rise sensors, sprinklers 
and pull stations which are strategically situated at every exit throughout the 
Home. These can be activated manually by anyone who discovers a fire. Pulling 
such a switch has exactly the same effect as when the alarm is set off by a fire 
detector and the same sequence follows.  Department Heads must ensure that their 
staff know where these stations are located.  Annunciator panels are located in the 
Main Office, Nursing Station (1st Floor) , Main Entrance and the Receiving 
Entrance. When the alarm system is activated, a light in the annunciator panel 
indicates in which area the alarm was activated. 

 
When the system is activated, the alarm will ring at a rate of twenty (20) strokes 
per minute.  When the decision to have a global evacuation of the Home or of a 
major section, is made by the Administrator (2nd) stage alarm which will then ring 
continuously. 

 
Our fire alarm system is connected directly to the municipal fire department, but a 
separate report of the fire must be transmitted promptly to the fire department, 
giving the location and extent of the fire in the Home. 

 
The alarm signal notifies the staff in the Home that there is a fire emergency.  The 
staff must also be informed of the location of the fire, therefore when the alarm 
rings, one staff member in the Administration office checks the annunciator panel 
and announces over the voice communicator system the area where the alarm was 
activated. This should be reported three (3) times. When the Main Office is 
unmanned (evenings and weekends), the Medication R.P.N. at the Nursing Station 
will perform this duty. 
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FFIIRREE  FFIIGGHHTTIINNGG::  
 

In a fire emergency the safety of the residents is of prime importance.  Only when 
a resident’s life is in immediate danger should staff attempt to fight a fire. 

 
For fire to occur, three things are essential. There must be fuel, burnable material 
and an ignition source; heat to preheat the fuel to produce gases which will burn; 
and oxygen to sustain the burning.  Fires are extinguished by cooling, smothering, 
limiting the available fuel or interrupting the burning chemistry.  These 
approaches may be applied individually or in combination. 

 
There are three classes of fire or concern here: 

 
CCllaassss  AA  FFiirreess – involves common combustibles such as wood, cloth, paper and 
straw. This type is extinguished with water.  The application of water will lower 
the temperature below the ignition point.  A blanket or a cover on a flat top waste 
basket with burning paper in it might be used to extinguish the fire by removing 
the air supply necessary for combustion. 

 
  

CCllaassss  BB  FFiirreess – are of flammable liquids such as gasoline, greases, oil and 
paint. This type must have a special extinguishing agent which will remove the air 
(oxygen) from the burning substances such as carbon dioxide (C02) or dry 
chemical extinguisher. Sand or a blanket  might also serve to cut off the oxygen 
supply to a flammable liquid fire, 

 
  

CCllaassss  CC  FFiirreess – involve electrical faults which might occur with defective 
wiring, electrical motors, heating units or power panels.  The first step in fighting 
a Class C fire should be to cut-off the power by pulling the plug or switching it 
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off at the main panel. C02 or dry chemical extinguishers are suitable for use 
with this type of fire. 

 
Au Château has a standpipe system including hose cabinets containing 75 ft long 
hoses with fog nozzles.  Before the water is turned on for one of these hoses it 
must be completely off its rack.  If one fold is left, it will act as a shut-off, damage 
the hose and make its removal from the rack almost impossible. 

 
NNoottee:: Fire hoses will be left rolled up in the cabinets instead of folded up on a 
rack to provide easier access. 

 
With a hose, approach a room fire cautiously, carefully opening the door, staying 
to one side and near the floor.  Fog or mist, with its greatly increased surface for 
heat absorption, has proven to be more effective for extinguishing than water. 

 
If possible a fire should be attacked through windows or doors from outside the 
building. The spread of fire from inside the Home will be delayed and smoke 
inhalation by the fire fighters will be reduced if interior doors do not have to be 
opened. 

 
  AAUU  CCHHÂÂTTEEAAUU  --   FFLLOOOORR  PPLLAANN                                                                                                                 
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