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- DISTRIBUTION:
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Any questions about the release should be directed to the following Fire
Safety Inspectors: Burleigh Little, Buffalo Regional Office, 716-847-3145;
William Shaw, Eastern Regional Office, 918-473-1174; Sidney Elmo,
Metropolitan Regional Office, 212-488-3605; Thomas Caufield, Rochester
Regional Office, 716~238-8192.

O'ONTACT PERSON:

I. ' Purpose

‘The purpose of this release is to advise authorized agencies and day care
centers of the Department's booklet, Recommended Procedure for Fire
Driils, Publication #1095 (6/87).
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Background

Recommended Procedure for Fire Drills is a revised edition of a booklet that
has been available since 1970. It has assisted authomzed agenc:es and day
care centers in conducting effective fire drills.

Program Implications

A. The booklet can assist each agency in achieving the goal of all fire drills:
to assure the prompt and safe evacuation from agenecy buildings by
residents, students, and staff.

B. Interest in learning fire drill procedures and duties will be promoted by
distribution of the booklet to all agency staff.

C. Review of the booklet in conferences/meetings will help all staff to be
prepared for scheduled {ire drills.

Recommended Actions

A. Provide all staff members of residential programs, and day care centers
with copies of the booklet.

B. Establish the practice of reviewing duties and procedures wzth staff prior
to a fire drill and evaluating the efficiency and effectiveness of staff
following each drill.

Additional Information

A. Request technical assistance of the Department‘s fire safety inspectors '
in the regional offices if there are any questions about fire drill
procedures.

B. Attached is a single copy of Recommended Practices for Fire Drills.
Additional copies may be ordered from the Forms and Publications
Clerk, NY State Department of Social Services, 40 North Pearl Street,
Albany, New York 12243.

oseph Semidei

Deputy Commissioner

Division of Family and
Children Services



\ Recommended
\ Procedure

- “New York State Deb’arfm"t of Social Sérvices _




'INTRODUCTION

In an emergency — a fire — the most potent factor in saving lives is an
effective and efficient program to get staff and children out of the building.
Confusion, ighorance or unfamiliarity with fire: drill procedure cannot be
' toierated in a fice emergency.

This booklet prowdes an anentatlon for adm:mstratwe program and
- residential staff in both pubhc and prlvate chlid-carmg fac1l|tles on fire drill
.procedures B :" ‘ :

Fire drills may’ be regarded as an incofivenience but will be accepted
and used constructively by’ partletpants when they are part of an ongoing
program aimed at, bmldmg posmve att:tudes toward f1re safety and fire
preventlon ' =& '
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‘RECOMMENDED PROCEDURE FOR FIRE DRILLS

Legal Requiré_ments

A. Regulations on Fire Drills (Mandated)

‘1. . Child Carmglnsntutlons — Regulation 442.5

a.

' Evacuation of Buildings

A definite plan of. evaéuatidﬁ- of buildipgs' with

printed procedures to be followed in case of fire

" shall be posted in conspicuous places throughout

the institution.

* Fire Drills - _
_Fire drills shall be held at different tirﬁés during .

the 'day and night and as often as is needed to

familiarize and instruct children and staff with the

routine, but no less often than once in each 60-day

period. A fire drill census, taken.at each drill,
shall be checked’ against the daily or bedtime -
census. A written record of all fire drills shall be -

kepi on file for a one year period. -

2. Group Homes — Regulation 448.3(d)(10}

a.

Children and staff shall be instructed at r_egu_la-r'

intervals in evacuation of the building.

B Farﬁily Day Care Homes — Regulation 417.8 |

.

4.  Day

a.

‘There shall be fire safety precautions established,
and quarterly fire drills shall take place so that
each child is made aware of the precautions.
Care Centers — Regulation 418.10

The day care ;.:e,nter shall obtain a fire inspection

- at least annually by local or state fire officials, and

a record thereof shall be kept. The director- or

designated qualified staff member shail conduct .

.monihly -inspccti_ions of the premises to observe
possible fire hazards. Any such hazard shall ‘be
corrected immgdiately. K
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B Local Laws and Ordmances

C. Schools (where applmable) — Educatlon Law Sect1on 807.

Frequency of Fire Drills

A. Child-caring Institutions

“1. . 6 drills per year
" a. At least two (2} usmg fire escapes, whire
' prov:ded o
B Schools

_ _1_. 12 drills per school year _
a. 8 between September 1 and December 1 each year
b. 4 thereafter, except two (2} more m summer

sessions. :
2._‘ - Vs using fire escapes, where provided -
3. At least four (4) additional drills if sleeping

1.

accommodations are provided in school building

a.  Drills to be held between sunset and sunrise

C. . Day Care Centers

Monthly

D. Group Homes

1.

Regulal‘ instruction of staff and child‘ren §

Fire D-epéirt'mer'lt- Notification

1'.-

A Telephone g

Name and number of fire department at each telephone .




Iv.

2. ‘Staff trained to accurately inform fire ‘departmen_t or
switchboard operator ' : E

a. - Name of institution _
b. Location of building on institution grounds

¢.  His or her name
B. Fire AlaifiiBox |
‘ 1.  Know location of nearest alarm or building pull box.

2.  Delegate responsible member of staff on each shift to
pull box in event of fire.

Signals (su ggésted)

" A. Regular Alarm

.1. Steady ringing
B. Recall
| 1. 1 steﬁd'y long beil of 30 secondsl
C Test_ing. |

1. - Fire alarm sysiem should be tested once each week. This
is a responsibility of the maintenance staff.

A dr_ill will constitute a test of the system for that week.

. D Records

1. A record must be kept by. the administrative. office
giving the date and hour of ‘each drill and the time taken
to evacuate the building.

2. A record of each fire alarm test must be kept in the
adminisérative office.

a.  Day care centers are required to keep a record of
fire drills on forms that are supplied by the State
" Department of Social Services. o o

" b. - Institutions are required to keep a writt_en'recor_d :

of fire drills on file for one year.
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B Principles and,‘Procedures -for Fire D.rills'

A.

All personnel and vrsrtors must leave the burldmg regardless

_ of the activities in which they are engaged or as soon as their
" assigned duttes in ihe dnll are completed

Speed should be subordmate to control and order. There o

shall be no talkmg, rugaing, pushmg or skrpprng steps on
stairs.

1. Buildings should be cleared in- not mere than. ‘two
minutes from time of alarm.

.: All residents should stop work immediately Children in

shops, -laboratories, etc. should turn off motors, torches,

gas, and watér-outlets, etc. in accordance with prearranged
~ plan. This should be checked by the adult in charge.

Adults and chlldren should not stop to take books Wraps or
other personal belongmgs (Exception: wvaluables

-immediately accessible — such as purses.)

The first person | to reach any door should open and hold it

'open until his group has passed through Transfer will then
. be made to the fxrst person of the next grOUp who will repeat
’ the procedure : '

-

The houseparcnt or teacher should take cottage or group

census or class attendance record, and proceed with group

_ The, Iast one to leave a room should check to be sure
everyone is out and should then close the door.

o , ,
Adults and children should proceed to assigned places on

grounds or sidewalks away from buildings.

1. Anyone in lavatories or otherwise out of their rooms

‘should jom the nearest lines in making exit: proceed to

the- stopprng place then with _permission of those in
- charge of thts group, join their own group and repost (o
= the person in charge then take place in lrne

2. In nio case should any group stop less than twenty-fwe a

' (25) feet from a burldmg




V1.

A.

: Groups should not slop in front of gates nor other
_entrances that might be Used by the fire department, nor
closer than fifteen (15) feet of a f1re hydrant

Egress from rooms on upper floors should be so distributed
that each Stairway’ accommodates a proportlonate share of
pupil traffic. (Exception: when one stairway is blocked by
smoke or flames or intentionally closed for practice.)

Variations in Fire Drills

‘Alternate the method of giving the alarm between the

automatic and manual emergeney system.

- Vary the manner in which the drills are conducted.

f. 'Execute drills at different hours of the day or ‘evening

_thhout advance notice. They should be executed at

such irregular times as would tend to destroy - any
possible distinction between drills and time of actual
fire. In each classroom, cottage or other building, cards
of instruction should be *posted conspicuously,
descnbmg the procedure for drllls and exit Toutes.

Thls proced ure should be- developed and posted by

" the institution admlmstratmn for each building
occupled or used by children and staff

Blocked exit drills should be given m whlch the

customary exit or mode of egress is unavailable. The
usual procedure is that the administrator or. custodian
places a sign reading “EXIT BLOCKED” at the head
of the stair or in front of an exit, which indicates to the
children the nonaval!abihty .of that particular exit or
stairway. . . : A

a. Hand .Signals

(1) . ‘When the leader comes to a blocked exit, he
should raise one or both hands above his
head and stop. Each child, or staff member,

in the line should duphcate this hand signal =

and stop.
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' (2) . The leader should then name, and lead the .
group 1o the alternate exit. e
() Hand signal should be held until the
alternate exit is named and the leader
~drops his hand. ‘ e
Auditorinm . drills should -b'e given according to a
prearranged plan. R S

VI Staff Assignments '

A. Administrator’s Duties

L.

The adrinistrator or his delegated. representatives is
responsible for the supervision of the fire drill and
should make definite assignmentis to make certain that
all rooms, auditoriums, and lavatories are evacuated,

" He should set up procédures to protect the institution’s
vital records, where possible. Again, the lives of staff
and children are paramount. - o '
In case of actual fire, the administrator or his delegated
rcp;esen;aglivie(s)‘ ‘should phione -an outside {(non-
institution) fire department or other designated
emergency numbers when the need for such assistance is
imperative, B )

The administrator should make known to the staff the
location of fire alarms and fire fighting equipment.

Proper iraining in the use of fire alarms, extinguishers -
and stand pipe hose should be given to- all staff -
personnel.. . : '

‘B. Custodian or Maintenance Personuel

1.

"7 C. Duties of Child Care Staff
L

They may try to ckiing—uish the fire with available
equipment.. : il ' C

. Should man and control ali valves — sprinkler, bydrant

or gas ~- and open or close them as ordered by the
' institution or department fire chief.

'They‘ should know the location of the Ifire alarm(s) for .
the building(s) to‘w_hich they are -assigned.



. Should'-'éd.pErvise the exit of their group and make
* ‘certain .it "is - performed in an orderly manner. (No -
~talking, -running, pushmg or sklppmg steps on the

stairs, etc )

In a blocked ei'it, (dri]l or actual fire), -they-should know

the alternate exit and should guide or instruct the class
as to the course to take. Their positions should be where
maximum control can be obtained over the group.

" Should pick up daﬂy census record or class reglster and

proceed with the group.

- Should guide the group to its designated position dn the

grounds, after which the roil should be taken to
ascertain that all members of the cottage or class are
present. They should remam with the group for further
mstructmns

Ifa chlld is mxssmg at roll call it is 1mperat1ve for the -

teacher or chlld care worker to tell the administrator
immediately about the missing child. The administrator

" shoiild -take'"ih_iﬁi’ed_iﬁte steps to locate the child and
initiate a rescue mission if ‘necessary.

VIII. ~ Public Relations

A. The administratbr's‘hould have a plari' for informing the

‘public about.any fire that occurs.

1.

B. Al child care agencies are required by department regulatlon '

Thls should be done through
“the agency admlmstrator,

b. .an agency - representatwe authorized to- release
.mformatlon, or - : s =

c. an official of the fire department.

It is an extremely important phase in an emergency
situation - to -avoid releasing information’ that is

' ‘maccurate,' inconsistent, and misleading or that could
) be m1smterpreted by the publlc '

to report oraily “any fire in any-facility operated by such
.agéncy which involved a fire department . . .”> The oral

~ report must be confirmed by a writien report within 10 days.-
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request extra copies, write:

Publications Clerk :
-Department -of Social Services
40 North Pearl Street

. Albany, New York 12243
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