High-Rise Evacuation Procedures – [name of city] Fire Department 
The following information is presented to you as a resident or worker in a high-rise building. The firefighters know their job, and in the event of a fire you should know what to do to help them protect you, and others that may be with you. 

Before a fire occurs: 

A. Know your exits. Buildings like yours are equipped with enclosed fire exits and stairs. Exit signs should direct you to the nearest fire exit and every floor should have two means of exiting. These are the only exits to be used in the event of smoke or fire. 

B. Do not use elevators. Elevator shafts often are like chimneys and collect smoke and gases. Some elevators will automatically stop and open on the fire floor, exposing anyone inside to the heat and smoke.

C. All building managers and tenants should have a fire department approved “Fire Plan”. For your own safety, be familiar with this plan, and if asked to participate, do so. 

The law requires signs:

A. Signs must be posted on every floor, directing you to the nearest emergency exit.

B. See to it that a floor plan, designating exit routes, is posted prominently in your office or apartment.

If you discover a fire – report it:
A. First call the fire department. Tell them the exact location of the fire, if known. If not, give them your location. Then notify the building manager, or supervisor.

B. Notify your area fire marshal or notify everyone in your immediate area that a fire has broken out. Make certain everyone knows. Check for persons in restrooms or remote areas. Don’t guess, check them all. 

C. Leave by your designated emergency exit, or its alternate. Remember always know two exits from your area, and where they terminate. Always exit down unless otherwise directed in a fire department approved plan. 

Close doors as you go:

A. Closing doors will restrict the spread of smoke, hot gases, and fire. Don’t lock the doors, as it slows down the fire department.

B. Do not return for any articles left behind, they aren’t worth the risk of being forgotten and trapped.

C. Try to exit the stairways quickly, in single file and keep to the side. Fire fighters may be bringing in hose and equipment. 

D. Remain calm, don’t run, don’t shout, your safety depends on your actions.

Rescue and medical emergencies should be reported:

A. Fire department paramedics respond to high-rise building fires. If you know of anyone trapped, overcome by smoke, or otherwise incapacitated, report it immediately to the nearest fire department personnel.

B. If you are trapped or lost in smoke-filled surroundings, get down on the floor, where air is clearer and cooler, and crawl along the wall to the nearest exit. 

By reading this material, you have taken the first step in assuring that you will safely escape a fire emergency in your building, should one arise. Keep it, reread it often, and encourage pre-fire planning in your building.

SECTION I – INTRODUCTION AND SCOPE

During recent years, major holocausts in high-rise buildings have brought to light the necessity for pre-planned evacuation procedures in today’s modern super-structures. A carefully pre-planned method of removing building occupants from danger and potential danger areas can and will save lives. Building design, construction and usage varies from building to building, therefore, it is necessary to assess and evacuate each building with consideration to the special needs each structure will have. A safe, controlled evacuation with aid of Fire Wardens, Deputy Wardens, and building management can alleviate the heavy death loss and injury rate that is so feared in high-rise buildings. The outlines that are presented in this article are of general nature and should be considered in that perspective instead of a specific program for any one particular building. 

SECTION II – BUILDING EVALUATION AND INSPECTION

A) JOINT EVALUATION – Before deciding on the particular method of operation that will be the most successful in a building in question, a preliminary evaluation should be made by building management and Fire Department officials. This joint inspection should be an assessment of building safety features, building personnel, floor layout, and potential problem areas within the structure. All pertinent information should be listed and discussed before general outlines listed in this article are applied to complete an evacuation program for that particular building. 

B) PRE-EVALUATION CHECK LIST – Listed below are six items to aid in preparation of necessary building information. This list is designed to help compile, but not to limit, the data desired to structure a particular high-rise evacuation plan. These are: 

1. Location and type of emergency communication – fire alarms, P.A. systems, telephones, radios or any other types of communications (ideally two way communication is preferred from each floor level to a central control center).

2. Type and location of first aid fire equipment – fire extinguishers, standpipe hoses, fire blankets or other types of fire equipment designed for tenant usage on minor problems (example: trash can on fire). 

3. Number and location of emergency exits – exit stairwells, fire escapes or other means of egress from the building.

4. Evacuation aid for elderly or physically handicapped – are there persons in this building who may require special assistance in evacuating the building?

5. Location and type of emergency lighting and power – emergency lights, emergency power for communication, emergency power for elevators or emergency power to operate any special equipment that may be necessary in that building.

6. Special hazard areas – are there any special hazard areas in the building that should be avoided by occupants? (Example: high voltage electrical equipment).

SECTION III – EDUCATION AND TRAINING

A) EMERGENCY FLOOR TEAMS – Knowledgeable, properly trained emergency Floor Teams are the key element in a safe, controlled evacuation. A carefully pre-planned program using Fire Wardens, Deputy Wardens and Searchers to locate and guide all occupants from the building will help ensure against unnecessary panic that could cost the lives of many people. The duties of the team members should be as follows: 

1. Fire Warden – The Fire Warden should be a civilian that is appointed as the person in charge of emergency operations of his particular floor. He should act as liaison between the Central Control Center and the people on his floor until the Fire Department can arrive and take over. The Fire Warden should be aware of all usable exitways and all communication devices that may be available to him in his building. In the event of an emergency, it will be his responsibility to direct the occupants to a safe area or completely out of the building. 

2. Deputy Warden – The Deputy Warden shall have the responsibility of notifying occupants of the emergency and supervising evacuation. In the case of multiple tenant floors, there should be a Deputy Warden appointed for each tenant. Single tenant floors and tenants occupying large area spaces should have one Deputy Warden for each 7,500 square feet of space occupied. The Deputy Wardens, after being notified by the Fire Warden of which course of action to take, will supervise the orderly movement of the occupants from the danger area. Deputy Wardens will also have the responsibility of daily inspections and turning in alarms for emergencies that may occur on his floor. 

3. Searcher – Searchers will be under the directions of the Deputy Warden. They should be familiar with the floor lay-out and occupants in their area. Searchers will assist Deputy Wardens in notifying all occupants that an emergency condition has arisen and will check to see that no one has been overlooked. 

B) EMERGENCY PROCEDURES – Standard operating procedures will have to be established for each building depending on the communications and other safety features in that particular building. There may be some minor changes of procedure from building to buildings, but all should follow the same basic chain of events. These are: 

1. Notify the fire department – This may seem absurd to even have to say, but often during the excitement of an emergency, this obvious course of action is sometimes overlooked for too long a period of time. 

2. Notify the Deputy Warden or Fire Warden on your floor of the emergency and which area it has occurred in. If it is not a very minor fire such as in a waste paper can, the fire alarm should be activated immediately by the Deputy Warden or other person assigned to that task. The alarm must be sounded quickly so that evacuation can commence as soon as possible.

3. When the alert has been given, occupants will immediately proceed to their designated exit stairwell, under the direction and aid of Deputy Wardens and Searchers. Once the occupants are safely inside the exit stairwell they can await the order to evacuate from the Fire Warden. While the occupants are completing the first step of evacuation, The Fire Warden will contact the Central Control Center to determine if his floor is endangered. Evacuation will usually occur on the “Fire Floor”, the floor below and three floors above the involved floor. The evacuation of these floors should be through the emergency exit stair-wells down to a point below the critical levels. 

4. Evacuation will be to a pre-determined stairwell and supervised under the direction of the Emergency Floor Team. If heat or smoke has penetrated the stairwell, the alternate should be used and the Central Control Center should be advised of the contaminated stairwell as soon as possible. 

5. All occupants should be made aware that there will be No Elevator Service during evacuation of the building. The elderly and physically handicapped should be assisted down exit stairwells to a non-critical level, where if necessary, they will be removed by elevator by Fire Department personnel only. Building management and maintenance personnel should see that all elevators are brought to and held at ground level for Fire Department usage. 

6. To avoid congestion of exit stairwells, different stairwells could be assigned for alternate floors to use for evacuation. In the event, however, of a contaminated exit stairwell, evacuation will, of course, have to be through the alternate means egress. Coordination of the evacuation should be kept under constant scrutiny by the Central Control Center utilizing whatever communication devices are available. 

7. Provisions should be made so that if total evacuation is ordered the flow of occupants will move out and away from the building at the exit stairwell discharge points. 

SECTION IV – EMERGENCY PLAN INSPECTION

A) NECESSITY OF AN INSPECTION FORM – Maintenance of exit doors, emergency communication systems and other building safety features requires continual surveillance. A good Emergency Plan Inspection Form will help ensure that life saving safety features are ready to be put into action whenever needed. It is suggested that both building tenants and building management examine safety features regularly. This will serve a dual purpose in keeping maintenance at a good level and continuously educating the building occupants on program procedures, building layout, and other pertinent information. 

B) A BASIC INSPECTION PLAN – There are many items that may be desired to add for a particular building. The following, however, is a list of six basic problem areas that should be considered before completing an Emergency Plan Inspection Form for any particular building.

Emergency Communication

1. What method of notification will be used to notify occupants in an emergency? Does this system have a back-up source of power in case of power failure due to fire?

2. Are standpipe hose cabinets in plain view and accessible?

3. What types of two-way communication is available to contact the Central Control Center for information or instructions? If a telephone is the only link, what is the number? 

4. How often are the emergency communication systems tested? These systems should be tested regularly.

5. Who will be operating the Central Control Center before Fire Department arrival? Does he have a trained alternate in case he is not there? This function will usually be performed by the building engineer or chief of maintenance, assistants should also be trained in this area in case of absence of the regular person in charge. 

6. Where is the Central Control Center located? The Central Control Center will usually be the building engineer’s office so that building functions such as power and air conditioning can be controlled as needed. However, the Central Control Center should also be easily accessible to Fire Department officials for quick aid as needed. 

First Aid Fire Equipment

1. Are the fire extinguishers in the building charged and usable? Extinguishers should be full and readily available for use on minor problems. Cabinets containing first aid fire lines should be kept unobstructed and easy to reach.

Exit Stairwells

1. How many stairwells are available for evacuation use? There should always be at least two stairwells in every high rise.  

2. Are the stairwell doors kept free and unobstructed? Exit stairwell doors should be kept clear of tables, cabinets and other storage so that they may be used at any time.

3. Are emergency doors clearly marked and recognizable? All emergency exit stairwell doors and exitways should be visibly marked and easily distinguished. 

4. Do stairwell doors open and swing freely? Are they ever locked? All emergency exit doors should be available and usable at any time the building is occupied. 

5. Do stairwell doors completely close and latch after being released? All stairwell doors should close and latch when released to prevent the spread of fire and smoke through the stairwell.

6. Are exit stairwell doors openable from within the stairwell?

7. If the first choice of stairwells is unusable or unavailable, where is the alternate located? As stated before, all high-rises have at least two stairwells. Occupants should be aware of both locations. 

Evacuation Aid for Elderly and Physically Handicapped

1. Is there a current list of those persons who cannot evacuate without assistance? Emergency Floor Teams should be aware of those people and their locations that cannot evacuate by themselves.

Location and Type of Emergency Lighting and Power

1. What type of emergency lights are used? Are they automatic in case of power failure? All emergency power for lights, elevators, or other safety features should be of an automatic nature so there is no chance of human error.

2. How often are the emergency power systems checked and tested? All emergency systems should be checked regularly by qualified personnel. 

Special Hazard Areas

1. If there are any special hazard areas in this building, where are they and are they safeguarded against occupants accidentally being exposed to them? Often there are areas in a building that are potentially dangerous to an unknowing occupant. These areas should be kept sealed and marked accordingly. 

