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Policy

It is the policy of the Department of Youth Services (DYS) that all residential and community locations have a Fire Prevention Program and Fire Safety Officer (FSO) responsible for implementing and monitoring compliance with the Fire Prevention Program. 
Each Fire Prevention Program shall include the following components:  a detailed fire drill and evacuation plan; a schedule for regular inspection of required fire safety equipment and protocols; a schedule for fire drills with youth and staff at each location; a plan for coordination with local fire department for annual inspections; a fire safety orientation training for youth and for new staff at the location; and system to document the above duties in accordance with these procedures.  
Procedure
A. Definitions
1. The following definitions shall have the meanings assigned to them in this policy for purposes of interpreting this policy.

Fire Safety Officer (FSO): A state or contracted provider employee responsible for conducting the duties and hold the responsibilities of overseeing the location’s Fire Prevention Program.  
Fire Prevention Program File:  Binder or folder maintained by the FSO that contains the location’s evacuation plan, fire drill forms and schedules, completed inspection forms, documentation of training of youth and staff and any other fire prevention program material as required by the Fire Prevention Program.  

Fire Protection Equipment:  Apparatus that may include fire extinguishers, smoke and fire alarms, carbon monoxide detectors, kitchen stove hood suppression systems and automated external defibrillators (AEDs).
2. Terms that are defined Policy #1.1.4, “Policy Definitions” shall have the meanings assigned to them in that policy, unless a contrary meaning is clearly intended.

3. Terms not defined in Policy #1.1.4 or in this policy shall have the meanings assigned to them by reasonably accepted standard dictionary definitions of American English.

B. Fire Safety Officer (FSO) Appointment and Responsibilities
1. Location Manager shall identify an FSO for each residential and community location to oversee and coordinate a Fire Prevention Program. The name of the FSO for each location and any modifications of the FSO shall be sent to each Regional Director of Operations.  
2. FSO or their designee shall complete the following duties: 

a. Ensure there is a Fire Drill Plan with an evacuation route for the location in coordination with any other program within that facility as detailed in Section C;

b. Schedule fire drills with youth and staff as detailed in Section C;

c. Maintain inventory and ensure maintenance of fire protection equipment as detailed in Section D; 

d. Ensure there is a plan for and implementation of monthly fire safety inspections with follow up corrective action as detailed in Section E.;

e. Conduct Fire Safety Training with all new staff and youth at the location in accordance with Section J;
f. Maintain liaison and schedule inspections on an annual basis with the local fire department; 

g. Maintain a written record of the above information, including inspections, drills, and training in a Fire Prevention Program File. 

h. Submit the fire drill plan, evacuation routes, and inspection schedules for the location to the Facility Administrator in co-located and campus sites; to the Regional Director of Residential Services for stand-alone sites; or Director of Community Services for community locations on an annual basis or as modifications occur for approval.
i. Attend Fire Prevention Program training through the F. Robert Brown Training Center prior to assuming their responsibilities and attend review training every two years in accordance with Section J.

C. Fire Drills and Evacuation Routes

1.
The Fire Drill Plan shall include:  

a. detailed evacuation routes that include: 
i. detailed floor plans posted in all areas of a location;

ii. arrows indicating primary and secondary means of egress from all areas of the location;

iii. a color-coded scheme designating the location of all fire protection equipment including AEDs;
b. assigned tasks for employees, by shift if applicable, during evacuations;

c. measures for accounting for all location personnel and youth after an evacuation has been completed; and
d. a designated triage area for prioritizing and treating injured individuals.
2.
FSO shall plan a schedule with the date and time of fire drills with Location Managers/designees so that each shift has at least one fire drill once every three months.  Such drills shall require the following:

a. All employees shall practice physically walking through the entire evacuation plan including out of the building to the designated outside meeting area;

b. All youth shall physically line up and walk through the evacuation plan at least to the exit door and, where possible as determined by the FSO, out to the designated meeting area.    
3.
Location Manager/designee shall declare when the fire drill is over.

4. FSO’s or their designee shall only observe during fire drills and shall document the following on a fire drill documentation form:
a. date of drill;
b. location manager/designee or shift supervisor, if applicable;
c. number of staff and number of youth evacuated;
d. time fire drill began, time it ended and length of time to evacuate;
e. any difficulties, errors, or significant results; and
f. necessary corrective actions.

5. FSO’s shall review and update location fire drill plans annually in coordination with the Facility Administrator for co-located and campus sites or the Regional Director of Residential Services for stand-alone residential sites or District Manager for community locations.
D.     Fire Protection Equipment
1. FSO’s shall keep an inventory list of all fire protection equipment within the location, specifying the type, number, and designated location and ensure all fire protection equipment is designated on the posted evacuation routes.

2. Each location shall have the following fire protection equipment:  
a. Smoke detector(s);

b. Fire alarm(s);

c. Fire extinguisher(s);
d. Automated External Defibrillator(s)(AED); and 
e. Emergency lighting powered by a secondary power source for means of egress when normal lighting power fails.  
E.
Fire Safety Inspections 

1. Weekly fire safety inspections.  The FSO shall train location staff to do weekly visual inspections for fire hazards and report to their supervisor any concerns.  Such inspections shall include, but not be limited to the following areas:  

a. hallways for obstruction;  
b. residential rooms and areas, if applicable, for fire hazards;
c. trash storage areas to ensure proper collection and storage; and
d. fire cabinets and extinguishers for evidence of tampering. 
2. Monthly Fire Safety Inspections.  The FSO or designee shall use inventory lists when conducting monthly inspections to ensure thoroughness and inspect the following:

a. Fire extinguishers:  For each fire extinguisher, the FSO or designee shall ensure:

i.
extinguishers are fully charged and recharged after any use;

ii.
extinguishers are located in locked cabinets for residential locations with all staff having key access;

iv.
access to and visibility of extinguishers is not obstructed;
v.
operating instructions for fire safety equipment are legible and facing outwards;
vi.
seals or tamper indicators are intact; and
vii.
there is no physical damage, leakage, or clogged nozzles.
b. Smoke detectors to determine they are in working condition;
c. Emergency lighting to determine if functioning;
d. All storage areas for fire hazards;
e. Automatic external defibrillator(s)(AEDs) to ensure:

i.
No indicators are flashing
ii.
Pads and batteries have not expired

f. Each residential living area to ensure there are at least two exits that are:  

i.
clearly and permanently marked and continuously illuminated;
ii.
continuously visible and free from obstruction with a path at least 44 inches wide;
iii.
maintained in usable condition; and
iv.
equipped with proper functioning locks; 
g. Requirements of any other fire protection equipment at the location. 
3. Local Fire Department Inspections for residential locations shall be conducted annually and coordinated by the FSO or designee.
4. FSO’s shall maintain detailed written documentation in the Fire Prevention Program File of the results of monthly and fire department inspections and any corrective actions taken.
F.
In the Event of a Fire:  Immediate Response and Post Fire Investigation
6. Location personnel shall:

a. follow their Evacuation Plan, 
b. activate the nearest manual fire alarm, if not already activated; and 
c. notify the local fire department, if not already notified.

7. The individual discovering the fire shall decide whether to attempt to extinguish the fire with fire extinguishers in accordance with their training. 

8. Location Managers shall be notified of an evacuation as soon as is practical if they are not present when a fire commences. Any calls to police or fire departments shall be documented as required by the serious incident report policy.  
9. After the suppression of a fire, no individual shall return to the location until fire department authorities deem it safe.       
G.     Food Service Areas
1. All food service personnel shall be trained and take an active part in fire drills.

2. Food service personnel shall turn off all gas and/or electrical equipment, including vent fans, and close all doors and windows prior to evacuation or drill.

3. Food service areas shall be equipped with fire extinguishers and suppression equipment in all cooking areas.
H.     Storage of Flammable and Combustible Material
1. FSO’s or designees shall supervise the use and storage procedures of flammable liquids and other combustible supplies by employees or youth.

2. FSO’s shall ensure that all flammable and combustible supplies are stored in locked cabinets conspicuously labeled "Flammable-Keep Fire Away". 

3. All portable containers for flammable or combustible liquids shall bear legible labels identifying the contents.

I.
Review of Materials:  All materials intended for facility furnishings, including client rooms, building materials, and interior finishing supplies shall be evaluated for compliance with fire safety performance requirements prior to purchase.  
J.     Training
1. Training of FSO’s shall be coordinated with the F. Robert Brown Training Center.  In the event an FSO leaves the location, a current FSO in conjunction with the program manager may train the newly designated FSO until the next scheduled training.  Such training shall include: 
a. fire drill and evacuation procedures
b. employee duties and expectations
c. fire emergencies and procedures for reporting a fire
d. use of portable fire extinguishers

e. preliminary first aid procedures for burns and smoke inhalation.

2. For DYS locations where youth will be staying overnight, FSO’s or their designee shall review fire safety and evacuation routes with the youth at their location as soon as possible after the youth arrives at the location.  Such review shall occur no later than 72 hours after a youth arrives.  The FSO or designee shall document that this review occurred in the Fire Prevention Program File.  
3. FSO’s or their designee shall conduct training on the location’s Fire Prevention Program for new staff during the On The Job Training Week for new employees and sign off on the new employee’s On The Job Training Form. 

4. Additional training for employees and youth shall occur if any of the following takes place:
a. new fire protection equipment and emergency procedures;
b. special problems or hazards specific to a Location; or
c. new fire safety codes and regulations.

5. FSO shall ensure there is documentation of all fire safety training activities including:
a. date of training
b. names of personnel in attendance
c. length of training
d. subjects reviewed in the training
K.  Performance Measures:  Employees shall refer to the performance measures established for this policy, attached to this policy and maintained by the DYS Policy Director to determine if they are meeting the expectations of the policy.  
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PERFORMANCE MEASURES:  

1. Fire Safety Officer is named by all locations and such names are maintained by each Regional Director of Operations.

2. Detailed Fire Drill and Evacuation Plans are developed for each location and posted in each room of the location.

3. Monthly and annual inspections are conducted and documentation is kept in the Fire Prevention Program File.

4. FSO’s receive an initial training upon becoming an FSO and a review training every two years through the DYS Training Center.

5. FSO’s/designees train new staff during the On the Job Training for new staff and such training is documented in the Fire Prevention Program File.
6. FSO’s/designees train youth on the fire evacuation routes.

7. FSO’s conduct fire drills where all staff and youth participate as required by policy and the location’s evacuation plan and documentation is maintained on such drills in the Fire Prevention Program File.      
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