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Introduction

Purpose

This fire safety program is an information resource to help faculty, staff and departments within the university community create and maintain a safer environment. 

Application

· All faculty, staff and students have a responsibility to assure that work is performed safely and that work areas are maintained in a safe manner. 

· It is recommended that each department assign the duties of “Safety Coordinator” to an individual(s) within the department. Existing departmental safety committees may also be an effective means to implement this program. 

Scope

The Fire and Life Safety Program contains policies and procedures that, when implemented and maintained, will satisfy the fire code and legal obligations, help satisfy insurance requirements, prevent loss of life, injury and property damage due to fire and other emergencies. 

Responsibilities

The health and safety of faculty, staff, students, and visitors to the campus is of paramount importance to everyone. It directly impacts both the quality and value of the university.  Each person and every department is expected to perform work in a safe and healthy manner and in compliance with the regulatory requirements.  

Employer

The Virginia Occupational Safety and Health Administration (VAOSHA) requires employers to provide each employee “a place of employment which is free from recognized hazards that are causing or are likely to cause death or serious physical harm”. All employees – including managers and supervisors – play a role in helping the university meet this general duty obligation. In accordance with part of the university's mission--to provide a safe and healthy living, learning, and working environment for employees, students, and visitors--the Facilities Management Department, strive to obtain the highest level of safety that can reasonably be achieved. The Fire Safety Officer (FSO) and others in Facilities Management will assist others with the evaluation of their workplace, work processes, or with obtaining proper approvals from regulatory authorities when required.

Supervisors

Departments are expected to assist in providing a safe and healthy living, learning, and working environment for faculty, staff, students, and visitors. Supervisors must implement the requirements of this program to assure compliance with applicable codes, regulations, and policies. Supervisors should periodically inspect and/or coordinate the inspection of all workplaces to identify hazards.  Safety staff will assist supervisors with finding solutions for eliminating identified hazards.  This responsibility will fall to the highest supervisory level of each departmental unit unless otherwise specified. 

Faculty, Staff and Students

Staff, faculty, students and visitors play an important part in assuring safety: they must do what they can to protect themselves and others within the university community and respond appropriately to emergencies. Staff must avail themselves of information pertaining to the safe conduct of their work, regardless of the setting. Students must also participate in fire and life safety programs and respect the safety of others and their own safety.  The Safety Office offers fire safety training programs for all affected persons on campus.
Contractors

Contractors working at the university are expected to observe and abide by state and federal codes and regulations as well as policies and procedures established for the university. 
All Occupants
If a fire emergency occurs, all persons have a responsibility to take immediate and appropriate action.  Contact the Fire Safety Officer at 221-1744 to determine specific building characteristics for alarms and automatic fire suppression.
There is no employer expectation for staff to attempt to extinguish a fire or otherwise stay in their workplace for any reason upon being notified of a fire emergency.  Specific staff or faculty may be required, however, to maintain critical equipment or services or to arrange for the orderly shutdown of hazardous processes; such a requirement should be written into the employee’s job description.

IF THERE’S A FIRE

FOLLOW C.A.R.E. PROCEDURES







Close doors





Alert others






Report the fire- call 911






Evacuate the building
Try to rescue others ONLY if you can do so safely.

Move away from the building at least 50 feet away, out of the way of the fire department.

Don’t go back into the building until the fire department says it is safe to do so.

Departmental emergency action plans 
Names, titles, departments and telephone numbers of individuals both within and outside your building to contact for additional information or explanation of duties and responsibilities under the emergency plan;
· Procedures for employees who remain to perform or shut down critical plant operations, operate fire extinguishers or perform other essential services that cannot be shut down for every emergency alarm before evacuation; and
· Rescue and medical duties for any workers designated to perform them, such as assisting handicapped persons known to be in the building.
· Designate an assembly location and procedures to account for all employees after an evacuation.
· Initiate fire safety training for all faculty and staff.
Fire Drills and Fire Safety Systems
Fire drills are a vital part of a comprehensive campus fire safety program.  Drills are held to familiarize occupants with drill procedures and to make the drill a matter of established routine. 

· For all buildings it is recommended at least one fire drill be conducted annually
· Residence Halls are required to have drills each semester

· State Fire Marshal’s Office will inspect all dormitories annually

· Other buildings, such as daycare, require more frequent drills

· All sprinkler systems will be maintained according to state fire code

All fire drills at the College will be announced and preplanned.

If a fire alarm sounds and you have not been notified prior to the alarm that it is a drill,

take immediate action, evacuate the building and protect yourself.

A form for reporting and recording fire drills is included as Appendix “A”. The FSO will keep a copy of these reports when completed.

Public Assembly Occupancies

Definition of a Public Assembly:

Assembly occupancies include, but are not limited to, all buildings or portions of buildings used for gathering together 50 or more persons for such purposes as education, deliberation, worship, entertainment, eating, drinking, amusement, awaiting transportation or similar uses, or that are used as a special amusement building regardless or occupant load. (NFPA Life Safety Code)

Public assembly events involve various risk factors associated with having large numbers of people in one location.  The primary risk factors are high occupant density, occupants that are not familiar with the building, occupants who may be impaired due to consumption of alcohol or drugs, and events held where there is limited lighting.  These risks can be managed through proper event planning and management.  

All persons planning public assembly events are encouraged to contact Fire Safety for information and assistance.  Consultation is available by telephone, email, and meeting and at the event site.

In order to comply with the requirements of the Virginia State Fire Prevention Code, it may be necessary to contact the FSO and/or Inspector to request permits.  Required approval and inspections must be requested as far in advance as possible.

Examples of assembly occupancies found both on and off campus include large lecture halls, auditoriums, sports arenas, fraternity function rooms, theaters and restaurants.  All assembly areas are required to have signs posted stating the allowable number of persons permitted in the space with considerations given for the use of the space.  

The employees or attendants of assembly occupancies must be trained in emergency evacuation procedures and practice their duties during fire drills. They must also be instructed in the proper use of portable fire extinguishers and other manual fire suppression equipment where provided. In “live” theaters, motion picture theaters, auditoriums, and other similar assembly occupancies, an audible announcement must be made not more than ten minutes prior to the start of each program to notify occupants of the location of the exits to be utilized in case of fire or other emergency and any other emergency procedures unique for the assembly area.  

Means of Egress (Exiting)


Elements of Egress

An obvious, adequate, and unobstructed means of egress is the first line of defense for building occupants in any emergency. The “means of egress” has three parts: 

	Exit Access
	The exit access (portion of a means of egress that leads to the entrance of an exit), 

	Exit
	The exit (portion of a means of egress that is separated from other areas of the building from which escape is to be made by walls, floors, doors, or other means that provide the path necessary for the occupants to proceed with reasonable safety to the exterior of the building); and

	Exit Discharge
	The exit discharge (that portion of a means of egress between the termination of the exit and a public way).


Egress or Exiting Buildings
	General


	The means of egress from each part of the structure, including exits, stairways, egress doors, emergency lights, and any panic hardware must be maintained in a safe condition and available for immediate use and free of all obstructions.  These same obstructions cannot be located in a manner that interferes with fire-fighting access.  Combustible materials such as paper signs and posters cannot exceed more than 10% of the total wall area. 

	
	Items located in stairwells or that block exit doors, restrict corridors, or block access to fire emergency equipment constitute serious fire and life safety hazards and are violations of the State Fire Prevention Code.

	Stairwells and Corridors
	Stairwells and corridors are intended to provide a safe and adequate means for building occupants to exit the building and for emergency personnel to access the building during an emergency.

	
	Tables, showcases, holiday decorations (Christmas trees), bicycles, vending machines or other obstructions cannot obstruct aisles, passageways or stairways during hours when the building is open to the public.  

	
	Display boards, signs, coat racks and any other movable equipment that obstructs the path of egress are prohibited.  Draperies and similar hangings must be fire retardant and cannot obscure an exit.  

	
	Any storage in stairwells is prohibited at all times.  The State Fire Prevention Code does not permit equipment, such as vending machines, to be placed in any stairwell.  This is to ensure safe egress for occupants in the event of an emergency.

	Aisles


	In each room where chairs and/or tables are utilized, the arrangement needs to provide for ready egress by aisle paths and aisles to each egress door.

	
	The minimum required width is 44 inches where serving an occupant load greater than 50, and 36 inches where serving an occupant load of 50 or less for the entire room.  

	
	Chairs, table or other objects cannot obstruct the clear width of aisles.

	
	Some departmental supervisors have created and posted egress routes in their buildings with resources available “in-house”.  EHSS is currently coordinating an initiative to accomplish this project campus wide.

	Egress Awareness
	Building occupants should take the time to become more familiar with their building. Occupants should think of an emergency scenario that would require them to evacuate, and then determine a primary and an alternative means of egress for themselves. They should also become more familiar with what is going on above and below the level where they normally work. Staff should walk the halls and notice the placement of portable fire extinguishers.  Notice the location of other fire protection systems, such as fire alarm system pull stations. 

	Fire Lanes
	Designated fire lanes must be maintained free of obstructions and vehicles to allow efficient and effective operation of fire apparatus.  Fire lanes are required to have a minimum width of 18 feet.  


Fire Prevention

Fire prevention starts with identifying fire hazards.   All members of the College community – faculty, staff, students and visitors – have a personal obligation to be aware of fire hazards and to reduce or eliminate the risk of fire on our campus.

Identify Common Fire Hazards:  
· Check the areas for visible electrical problems on equipment, outlets, wires, etc. (see Note below)
· Do not daisy chain extension cords and/or power strips (relocatable power taps)
· Do not use plug-in multi adapters on campus 

· Properly identify flammable liquids and storage of combustible materials
Note:  Refer to the College Extension Cord Safety & Use Guidelines for further information on safe use of extension cords and power strips.
Housekeeping
· Do not accumulate combustible materials
· Maintain proper and safe storage areas
· Do not store combustible material in boiler rooms, mechanical rooms or electrical equipment rooms
· Do not block access to electrical panels – maintain a 36” clearance in front of the panel
· Do not obstruct exits and fire doors, fire alarm stations, fire extinguishers
Fire Protection Systems
Building fire alarm systems signal directly to the Campus Police for emergency response.  However, when one hears an alarm an emergency call of 911 should be placed to insure that the emergency information is communicated.

Building occupants need to observe the locations of emergency exits, exit signs, fire alarm system pull stations, portable fire extinguishers.
Hot Work Permits

Fire Prevention and Suppression Procedures for Hot Work Operations

If not properly controlled, hot work operations present serious fire hazards that can lead to significant property damage, injury and/or loss of life.  To ensure safe hot work activities the following procedures have been established. These procedures apply to all work performed on university property.

Policy for Work Performed Outside a Designated Area and/or Temporary Operation 

A Hot Work Permit must be issued for any temporary operation that may produce high heat, sparks, and/or open flames. These operations include, but are not limited to, the use of open flames, compressed gas or supplied fuel burning, brazing, cutting, grinding, soldering, thawing pipe, torch applied roofing, and welding.

Procedure to secure a Hot Work Permit:

	1. Any university employee performing work requiring a Hot Work Permit must secure the permit BEFORE any work is to begin.  This will require advance notice.   A Hot Work Permit can be obtained from the FSO. 

	2. Hot Work cannot begin until the work site has been inspected.  All applicable safety precautions listed on the permit must be followed at all times during the hot work operation.  

	3. Persons doing Hot Work must indicate on the permit a start time and expiration date.  The permit must be posted in plain view at the Hot Work location during the entire operation. After the Hot Work is completed the permit must be returned to the Fire Safety Engineer, Fire Protection Inspector, or Hot Work Coordinator that issued the permit to indicate the job is completed. The Fire Safety Officer, or Hot Work Coordinator (whoever issued the permit) will assure the work site is free of any hot spots or potential fire hazards from the work done for up to 1 hour after work completion.

	4. It is important that the permit specifically states the location and start time of the hot work. This will allow the Fire Safety Officer or Hot Work Coordinator to respond to the permit as quickly as possible so the work process will not be delayed.

	5. Long-term jobs (of more than one workday) may have a permit issued for the entire work schedule but for no more than one month.  The Fire Safety Officer will routinely check the work site to ensure the safety of the hot work being performed. If the work extends beyond the initial completion date, another permit must be secured for the additional time period. 


 Policy for Work Performed in Shops and Other Designated Hot Work Areas

Campus departments that perform hot work on a routine basis in a permanent shop or other designated work site will be exempt from the above permit requirements only if the area is inspected, approved and issued a permit by the FSO. These permits must be renewed on a yearly basis or when changes in the shop warrant a repeat inspection.  When approved by the inspector a sign will be posted at the work site that reads “Hot Work Approved Area”.  The Inspector will reinspect these areas during his or her annual fire and/or shop inspection of the approved area.  Any deficiencies to the designated hot work area or shop must be corrected to continue the designation of “Hot Work Approved Area”. 

Contractors Conducting Hot Work 

Contractors conducting work that requires a Hot Work Permit shall establish and coordinate their own permit process subject to review by the Project Manager and FSO.  A copy of the canceled permit(s) shall be provided to the Project Manager or FSO no more than five (5) working days after completion of the work.

Open Flames and Burning Permits

(Bonfires, Campfires, Candles, Incense, etc.)

Open burning is defined as any open/exposed flame, whether indoors, that could cause a fire.  Examples are candles, incense, bonfires, campfires, leaf burning, artwork involving flames, and pyrotechnics of any kind.  

Approvals and Permit Application Process

Open burning on any property must be approved in advance by the FSO and may also require approval by the Virginia State Fire Marshal’s office and the City of Williamsburg Fire Department (WFD).
Pyrotechnics/Fireworks Permits

Approval for the display of fireworks on state property must be obtained from the WFD.
Fire and Life Safety Training

The best way to avoid a fire is to be knowledgeable of fire hazards and how to prevent them.  Fire Safety Office will provide training to any staff, faculty, and student organization. 
Portable Fire Extinguishers Training
Portable fire extinguishers (PFE’s) are found in most buildings on campus. When used properly, PFE can save lives and property by putting out a small fire or containing it until the fire department arrives. PFE however, are not designed to fight a large or spreading fire. Extinguishers can be used to allow you to safely exit a burning building.  FSO will provide training.  Special requests for training will be coordinated in advance and conducted in all cases.
References, Regulation and Resources

Published Sources

29 CFR Part 1910, “Occupational Safety and Health Standards for General Industry”.
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NFPA. “NFPA 30, Flammable and Combustible Liquids Code, 1993 ed”. Quincy, MA: 

NFPA. “NFPA 51B, Standard for Fire Prevention in the Use of Cutting and Welding Processes, 1994 ed.”. Quincy, MA: 

NFPA. “NFPA 55, Standard for the Storage, Use, and Handling of Compressed and Liquefied Gases in Portable Cylinders, 1993 ed.”. Quincy, MA: 

NFPA. “NFPA 58, Storage and Handling of Liquefied Petroleum Gas, 1995 ed.”. Quincy, MA:.

NFPA. “NFPA 70, National Electrical Code, 1996 ed.”. Quincy, MA: NFPA.

NFPA. “NFPA 72, National Fire Alarm Code, 1993 ed.”, Quincy, MA: NFPA.

NFPA. “NFPA 80, Standard for Fire Doors and Fire Windows, 1995 ed.”. Quincy, MA: NFPA.

NFPA. “NFPA 102, Assembly Seating, Tents, and Membrane Structures, 1995 ed.”. Quincy, MA: NFPA. “NFPA 231, Standard for General Storage, 1995 ed.”. Quincy, MA: NFPA.

NFPA. “NFPA 704, Identification of the Fire Hazards of Materials, 1990 ed.”. Quincy, MA:.

NFPA. “NFPA 1123, Code for Fireworks Display, 1995 ed.”. Quincy, MA: NFPA.

NFPA “NFPA Fire Protection Handbook, 18th ed.” Quincy, MA

NFPA Life Safety Code

Regulations

29 CFR Part 1910, Subpart E - Means of Egress

29 CFR Part 1910, Subpart H - Hazardous Materials

29 CFR Part 1910, Subpart L - Fire Protection

29 CFR Part 1910, Subpart Q - Hot Work

29 CFR Part 1910, Subpart S - Electrical

Virginia Uniform Statewide Building Code

BOCA National Property Maintenance Code

Virginia Statewide Fire Prevention Code

On-line Information:

	Visit College of William & Mary Safety on the web at http://web.wm.edu/facman/safety.php
Virginia Occupational Safety and Health (VOSH) at http://www.dli.state.va.us/programs/safety.htm



Occupational Safety and Health Administration (OSHA) at http://www.osha.gov/
National Fire Protection Association (NFPA) at http://www.nfpa.org/



Building Officials and Code Administrators, International (BOCA) at http://www.bocai.org/
Compressed Gas Association (CGA) at http://www.cganet.com
Federal Emergency Management Agency (FEMA) at http://www.fema.gov/ 

Material Safety Data Sheets (MSDS’s) at http://msds.pdc.cornell.edu/issearch/msdssrch.htm











PAGE  
2

