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20 King Street West
Building Resources

�Each typical floor (3RD – PH) is served by two exit 
stairwells

�Sub-Basement to 2nd Floor – is served by 3 exit 
stairwells
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stairwells

�North stair egress continues on the ground floor 
through the exit corridor, not the lobby 

�Telephone handsets are provided at exit stairwells





20 King Street West
Building Resources

� Fifth and tenth floors are designated as cross-over 
floors (do not travel up stairwells unless absolutely 
necessary to reach a cross over floor)

� A cross over floor is a floor in which the access to 
the floor is not locked from the stairwell and has 
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� A cross over floor is a floor in which the access to 
the floor is not locked from the stairwell and has 
access to another stairwell in the building

� Building fully sprinklered

� Building equipped with two-stage fire alarm system 
with voice communication 



Instructions to Occupants on Fire Procedures
Fire Alarm Signal

Intermittent Signal – FIRST STAGE (ALERT)  

• Standby and prepare to evacuate building

• Listen for instructions – Only floors hearing the second 

stage (evacuation) tone should leave immediately 
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stage (evacuation) tone should leave immediately 

“Whooping” Signal – SECOND STAGE (EVACUATION) 

• Leave the building by nearest exit

• Close doors behind you

• If smoke is encountered, use alternate exit or return to suite



Responsibilities of Floor Warden Teams
Non- Emergency

� Familiar with floor arrangements and exits

� Examine exit doors daily to ensure in closed position

� Keep egress routes clear of obstructions
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� Keep egress routes clear of obstructions

� Maintain an up-to-date list of persons requiring assistance

� Keep occupants advised of name of Floor Wardens

� Participate in fire drills and attend training sessions



Duties of Floor Warden Teams

During Fire Emergency FIRST STAGE

If you hear First Stage (Alert) fire alarm signals:

�Put on team identification and instruct 

occupants to prepare for evacuation
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occupants to prepare for evacuation

�Check all areas within your floor area for 

fire or smoke

�Exit Monitors check stairs for smoke



Duties of Floor Warden Teams

During Fire Emergency FIRST STAGE

� If fire is located on your floor activate nearest manual 
pull station, inform Floor Warden and  evacuate via 
the nearest stairwell
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� If there is no smoke or fire, remain calm and be 
prepared to evacuate should the fire alarm signals 
advance to Second Stage.  

� Listen for any further instructions which may be 
transmitted via voice communication system



Duties of Floor Warden Teams

During Fire Emergency SECOND STAGE

� Search ALL AREAS of floor area and instruct occupants to 

evacuate via nearest stair and proceed to assembly area –

DO NOT USE ELEVATORS
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� Door monitors check stairwell doors for heat and stairwell for 

smoke

� Volunteers appointed by Floor Warden to assist Persons 

Requiring Assistance 



Duties of Floor Warden Teams

During Fire Emergency SECOND STAGE

� Leave the floor area via the nearest stairwell closing all 

doors behind you (do not lock) and proceed to assembly 

area. Form a single line to exit stairwell. DO NOT STOP!!!
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� Wardens “check in” at Ground security and report on 

occupants remaining in building

� Ensure building occupants keep a safe distance from 

building.  Move all occupants to the pre-arranged assembly 

area



Duties of Floor Warden Teams
During Fire Emergency

� After guiding occupants to assembly area, Floor 
Wardens go to meeting area and await “all clear 
command” from the Fire Commander to advise 
occupants when to return
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occupants when to return

� Do not re-enter building until “all clear” command 
is issued by the Fire Department



Responsibilities of Building Occupants

� Obey instructions from Supervisory Staff

� Be aware of location of manual pull stations and exits

� Be aware of exterior assembly area
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� Be aware of exterior assembly area

� Ensure Persons Requiring Assistance are listed with 

Floor Warden

� Report any fire hazards or concerns to Building 

Management
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Duties of Building Security
During Fire Emergency

� Ensure Fire Department has been called and assist as 

requested 

� Supervise evacuation of building occupants
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� Advise Fire Department of location of the alarm and provide 

information reported by building occupants

� Restore fire protection systems when the emergency 

condition is over



Persons Requiring Assistance (PRA)

� Assigned volunteer(s) to meet PRA at their location and re-

locate to telephone handset at nearest stairwell

� Where unsafe, move individual to a safe location (For 

example: inside stairwell)
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example: inside stairwell)

� Provide assistance only if it is safe to do so

� Report to Floor Warden the location of PRA (Floor Wardens 

to identify PRA location when checking in at security desk)



If You Cannot Leave Your Work Area 
Because of Fire or Heavy Smoke

� Close all doors

� Call 911 and tell Fire Department where you are 

� Seal all cracks where smoke can get in

� Keep low to the floor if smoke enters the room

Wait to be rescued
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� Wait to be rescued

� Do not panic or jump

� Listen for instructions or information given by authorized 

personnel

� Await the arrival of firefighters to your floor and do as 

instructed



Building Fire Hazards

�Smoking in designated areas only
�Ensure fire doors are kept closed
�Turn off and unplug appliances when not in use
�Refrain from using unsafe equipment (damaged 
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�Refrain from using unsafe equipment (damaged 
extension cords, etc.)

�Containers for garbage removed daily
�Don’t use exit stairwells or corridors for storage
�Don’t block fire protection equipment, exit doors or 

corridors (e.g. carts, tables/chairs, supplies, etc)



Propped door, blocked door and storage in 

stair shaft



Fire Extinguishment, Control, and 
Confinement

�Occupants should not attempt to fight a fire using fire 

equipment unless experienced and properly trained

�Sound fire alarm signal and call Fire Department (911) 
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before attempting to fight any fire

�Advisable not to fight fire alone 

� If small fire cannot be extinguished using portable fire 

extinguisher, close door and leave fire area



Fire Drill Sheet

�Debriefing will take place after the Fire Drill

�Complete Fire Drill form after fire drill
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�Submit to Building Management following debriefing

�Your comments will assist Building Management 
where improvements may be necessary



Questions?Questions?


