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1.0 Purpose

To provide an outline of procedures to follow in the event of a fire or other emergency in the chapter house requiring its evacuation. 

The rehearsal of fire/evacuation drills is essential to ensure that all tenants and visitors at the Tau Chapter House (1105 Harrison St.) have a thorough knowledge of proper actions to take in the event of a fire.

2.0 Scope

This documents the expectations and required actions of all tenants and guests of the chapter house.

3.0 Responsibilities

All Members and guests are responsible for following this procedure.

House Corporation members or their designees shall review this procedure with all tenants of the chapter house. 

4.0 Definitions

4.1 SOP – Standard Operating Procedure

4.2 Fire (hostile) – meaning an uncontrolled fire, or burning of item(s) not within an appliance designed for such. 

4.3 Fire Exit – An exit way that leads directly to outside of the house. 

4.4 Evacuation Meeting Area – Directly across Harrison Street, on sidewalk of Chancellor’s property. 

4.5 HC – Tau of Theta Tau House Corporation

5.0 Procedure

EMERGENCY EVACUATION PROCEDURE:

5.1 Familiarize yourself with where all exits are.  Know where at least two fire exits are located.  NOTE: There are at least two means of egress from each floor.

5.2 If you discover a fire or smell smoke, you should sound the house’s fire alarm.  Therefore, familiarize yourself with the locations & operation of the manual fire alarm pull stations. 

5.3 Do not attempt to extinguish. 

5.4 LEAVE THE HOUSE IMMEDIATELY. Do not remain in the house to call the fire department! The fire alarm system is monitored by a central station alarm company, therefore once the alarm is sounded the alarm company shall notify the fire department. Once, you have safely exited the house, you may phone the fire department (dial 911) to verify they have been notified. 

5.5 If the fire alarm sounds, exit the house immediately. DO NOT DELAY.  Do not go and investigate or wait to hear if someone says it’s a false alarm, leave immediately.  Close the bedroom door behind you.  Go to the nearest fire exit and exit the house. Then proceed in a safe manner to the predetermined evacuation meeting area. 
5.6 If you are inside a room with the door closed and hear the fire alarm sound, feel the door before opening it.  If the door feels cool open it slowly and carefully. If the hallway to the fire exit is passable immediately proceed to the safest fire exit.  If the door is hot or smoke is entering your room from around the door, do not open it! Place towels or clothing against the door to help prevent smoke from entering the room.  Then open a window and signal for help. 

5.7 At the Evacuation Area the House Manager, or senior chapter officer present, should take a roll call to account for everyone in the house, and make sure everyone has gotten out safely. 

5.8 If person(s) are unaccounted for, do not attempt to go back into the house.  Instead remain where you are and look around the area, as chances are the person just hasn’t come to the Evacuation Area.  If you don’t find them, notify the fire department personnel when they arrive that people are unaccounted for and what room they would probably be in if still in the house. 

5.9 Notify one or more House Corporation members. 

FIRE DRILL PROCEDURE:

5.10 Fire/evacuation drills are to be held semi-annually (each semester).  

5.11 A member or members of the Tau of Theta Tau House Corporation (Tau HC) or a designee will review the Fire Drill/Evacuation Procedures with all residents at the beginning of the academic year. 

5.12 Fire Evacuation Procedure directions (see Attachment 2) will be posted in each bedroom.  

5.13 Fire Evacuation Drills are to be unannounced and varied in times as to simulate real emergencies.  The drills will be planned and conducted by Tau HC member(s) or a person designated by them. 

5.14 Before a drill is performed, it is necessary to notify the Alarm Company (Time Warner) monitoring the building’s fire alarm system will be tested and ask that they monitor and record the alarms they receive. 

5.15 The Tau HC member(s) or their designee conducting the drill is responsible to inspect the Chapter House to ensure that everyone evacuated the house and all bedroom doors were closed.  Also, check that all automatic closing fire doors did close completely and all alarms operated properly. 

5.16 The Tau HC member(s) or their designee conducting the drill is responsible for contacting the Alarm Company upon completion of the drill to make sure the fire alarm(s) were received and that the system has been reset.  Then tell the Alarm Company the drill is completed and put the alarm system back in full service. 

5.17 PROCESS:

· Person(s) conducting the drill notifies the Alarm Company that a fire drill is going to be conducted and not to send the fire department. 

· Alarm pulled by person conducting the drill.

· Evacuation observed by person(s) conducting the drill.

· Evacuation time recorded by person(s) conducting the drill. 

· Person(s) conducting the drill check for proper operation of alarms and fire doors.

· Person(s) conducting the drill ensure that all people evacuated the house. 

· Person(s) conducting the drill resets alarm panel and notify alarm company that drill is completed. 

· Person(s) conducting the drill fills out the Fire Drill Report Form (see Attachment 3). The completed form is sent to Tau HC for review and filing. 

6.0 Risk and Safety Notes

6.1 Portable fire extinguishers are located throughout the house and may be used in aiding to evacuate the house or extinguish the fire.  However, the primary goal is to exit the house safely.  Do not attempt to put out the fire unless you can do so safely. 

6.2 As all situations cannot be covered in this SOP, actions should be taken as deemed necessary to prevent loss of life, even if in conflict with this or other SOPs. 

7.0 Referenced Documents / Attachments

7.1 Attachment 1 - Floor plans of chapter house – showing fire exits and locations of fire alarm pull stations and fire extinguishers. 

7.2 Attachment 2 - Fire Evacuation Procedure – consolidation of 5.1 to 5.9.

7.3 Attachment 3 - Fire Drill Report Form
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