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iii. Forward 
 
This Fire Safety Plan has been prepared for Providence Care – Providence Manor site, 
located at 275 Sydenham St., Kingston, Ontario, as is required by the 2015 Ontario Fire 
Code (OFC), section 2.8 (Ontario Regulation 213/07 as amended under the authority of the 
Ontario Fire Protection and Prevention Act 1997). 
 
This Plan is designed to provide occupant safety in the event of a fire, to ensure effective use 
of the fire safety features of the building, and to minimize the possibility of fires. The Plan 
also provides an audit of the building resources and details the maintenance of said 
resources required by the OFC. The Plan will be available to firefighters in an emergency, 
and as such will assist them by providing floor plans and other building and tenant 
information.  
 
This Plan must be approved by Kingston Fire & Rescue, but this does not in any way relieve 
the owner, lessee, or building management of their responsibilities, as set out in the OFC. 
 
The Fire Protection and Prevention Act (FPPA) states any individual convicted of an offence 
for contravention of the fire code, is liable to a fine of not more than $50,000 or imprisonment 
for a term of not more than one year, or both; a corporation to a fine of not more than 
$100,000, a director or officer of a corporation is liable to a fine of not more than $50,000 or 
to imprisonment for a term of not more than one year, or to both. 
 
The Fire Department may require this Plan, or any part thereof, once approved, to be 
resubmitted if any changes are made to the content, whether it be because of changes to 
occupancy or use, or standards, or because the Chief Fire Official judges the current Plan to 
be no longer acceptable. 
 
As stated by the OFC, Division B, Sentence 2.8.21.(4) The fire safety plan shall be reviewed 
as often as necessary, but at intervals not greater than 12 months, to ensure that it takes 
account of changes in the use and other characteristics of the building. While it is reasonable 
to believe the Fire Department will assume command upon their arrival at a fire emergency, it 
is nevertheless the responsibility of the owner to ensure the safety of the occupants at all 
times. 
 
As stated by the OFC, Division B, Sentence 2.8.1.2.(1) Supervisory staff shall be instructed 
in the fire emergency procedures as described in the fire safety plan before they are given 
any responsibility for fire safety. 
 
Owner 
 
As defined by the OFC an Owner means any person, firm or corporation having control over 
any portion of the building or property under consideration and includes the persons in the 
building or property.  Therefore, the Owner may be considered any one, or combination of, 
Providence Care – Providence Manor site administration, Protection Services director, 
Security & Life Safety manager, and building staff. 
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As stated by OFC, Division A, Sentence 1.2.1.1. Unless otherwise specified, the Owner is 
responsible for carrying out the provisions of this code. Owners must therefore take 
responsibility for ensuring compliance with the OFC. Responsibilities include, but are not 
limited to, maintenance of the life safety and fire protection systems provided for occupant 
safety, conducting training and fire drills in accordance with the requirements of the OFC and 
controlling fire hazards in the building. 
 
Building managers may be charged with the responsibility of running a building on a day-to-
day basis, and may carry out some or all of the above requirements.  Owners bear the 
responsibility to ensure that they do not contravene the OFC (e.g. allowing fire hazards to 
exist within their buildings). 
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1.0 Response & Recovery – All Staff 
 
Response 
 

The first person to discover a fire emergency will assume command of the area until relieved 
by someone in higher authority (e.g. management, security, fire dept., etc.).  In the event of 
either discovering smoke or fire, or upon hearing a fire alarm, all employees, physicians and 
volunteers shall respond as follows: 
 
1.1 Upon Discovery of Smoke or Fire 
  
R.E.A.C.T. Formula 
 

• Remove 

Rescue persons in immediate danger. Remove people adjacent to and directly across 
from the hazard. 

 

• Ensure Containment 
Close doors and windows in and near the affected area (if safe to do so) to minimize the 
spread of smoke and oxygen available to the fire 

 

• Alarm  

Call out “CODE RED” and the location of the fire.  Activate the nearest pull station. 
 

• Call 4444  

Notify Switchboard / Reception and give details (your name, fire location, size of fire, 
etc.). 

 

• Try to Extinguish / Evacuate 
If within your capability, extinguish the fire.  If not, evacuate all persons in the affected 
area to a safe zone beyond the nearest fire separation door and wait for the Fire 
Department. 

 
1.2 Upon Hearing the Fire Alarm or Code Red 
Search your immediate area for signs of smoke or fire: 
 
• If Found 

Initiate the REACT formula as detailed in 1.1 above. 
 
• If Not Found 

Remain in your area/office/department. Maintain preparedness and listen for overhead 
announcements  
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1.3 Fire Classification: 

CLASS PICTOGRAM FUEL EXTINGUISHER 

A 

 

 
 

Wood, Textiles, 
Rubbish, Linens, 

Paper, etc. 

 
Pressurized water or 

dry chemical 
extinguishers are 
used for “Class A” 

fires 

B 

 

 
 

Grease, Ether, 
Alcohol, Oil, Paint, 

Acetone, etc. 

 
CO2 or a dry 

chemical 
extinguishers can be 

used for “Class B” 
fires 

 

C 

 

 
 

Toaster, Microwave, 
Anything energized 

electrically. 

 
CO2 or a dry 

chemical 
extinguisher can be 
used for “Class C” 

fires 
 

K 

 

 
 

Cooking oils and fats 

Wet chemical 
extinguisher can be 
used for “Class K” 

fires 

 
1.4 Type of Extinguishers: 

TYPE VISUAL FIRE CLASS 

Co2 

  

Dry Chemical 

  

K 
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1.5 Using the “Pass” System: 

ACTION TECHNIQUE 

 

 
 
Pull the pin.  
This will allow you to discharge the extinguisher. 
 
 

 

 

 
Aim at the base of the fire.  
If you aim at the flames (frequently the temptation), the 
extinguishing agent will fly right through and do no good. 
You want to hit the fuel. 
 
 

 

 
Squeeze the top handle or lever.  
This depresses a button that releases the pressurized 
extinguishing agent in the extinguisher. 
 
 

 

 
 
Sweep from side to side  
until the fire is completely out. Start using the extinguisher 
from a safe distance away, and then move forward. Once the 
fire is out, keep an eye on the area in case it re-ignites. 
 
 
 
 

 
When using an extinguisher, remember the following: 

• Make sure you have an exit 
• Make sure that there is someone else with you 
• Never put your back to the fire 
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• Only use an extinguisher if you have been properly trained and the fire is small and 
manageable 

 
Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 
1.6 Upon Notification of the Code Red – All Clear 
If you are the initiator of the Code be prepared to provide a statement to Protection Services 
 Resume normal operations 
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2.0 Response & Recovery – Reception 0900 – 1700  
 
Response 
 

2.1 Upon Discovery of Smoke or Fire 
Remember the R.E.A.C.T. formula 
 Remove person in immediate danger if possible 
 Ensure the door(s) is closed to confine the fire and smoke 
 Activate the fire alarm system using the nearest pull station 
 Press the “Acknowledge” button on the annunciator panel 
 Wait 30 seconds and announce overhead three times “CODE RED (location)” 
 Call the Fire Department Speed Dial 26 providing; 

 Name & position 
 Location 
 Nature of the emergency 

 Try to extinguish the fire or concentrate on further evacuation 
 Do not use elevators unless instructed by the Fire Department 
 
2.2 Upon Hearing a Fire Alarm 
If you hear the 1st alert stage alarm 1(30TPM)  
 Cease unnecessary activity and inspect the fire alarm panel to identify the location of the 

alarm 
 Press the “Acknowledge” button on the annunciator panel 
 Announce overhead three times “CODE RED (location)” 
 If the emergency is in your immediate area investigate for signs of smoke or fire 
 If you discover smoke or fire refer to 2.1 Upon discovery of smoke or fire for response 
 If you do not discover smoke or fire, remain in the main entrance and await further 

instruction 
 Do not use elevators unless instructed by the Fire Department 
 Call Kingston Fire Department speed dial 26 and advise them of the location of the alarm 
 
2.3 Upon Receiving Alarm Notification When System is in By-Pass 
When notified by Protection Services that an area is being shut down for construction, 
Reception should not receive alarms for that area.  If notified by Protection Services that they 
are testing the fire alarm system, Reception should disregard all alarms in the area being 
tested.   
 Identify the area in alarm 
 If the alarm is in your area reference 2.2 Upon Hearing a Fire Alarm 
 If the alarm is in an area other than the area in by-pass press the “Acknowledge” 

button and announce overhead three times “Code Red (Location)” 
 If the alarm is in the area that is in by-pass contact the following to investigate: 
 Call Kingston Hospital’s Security Operations Centre (613-549-6666 ext. 4142) 

                                                 

 

 
1 TPM – Refers to Tones Per Minute 
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 Contact the Kingston Fire Department to see if they have been notified by FMC to 
respond 

 If they have, notify Security that they are on-route 
 If they have not, notify Security that they are not on-route (if Fire Department asks if they 

should respond, ask them to standby while Security investigates) 
 
Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 

2.4 Upon Notification That the Crisis Has Concluded 
 Announce over the public address system three times, “CODE RED, ALL CLEAR” 
 Resume normal operations 
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3.0 Response & Recovery – Security Operations Centre 1700 – 0900  
 
Response 
 

3.1 Upon Receiving Alarm Notification via Falcon Security 
 Cease unnecessary activity  
 Wait 30-seconds and announce overhead three times “CODE RED” 
 Upon notification from the Charge Nurse on the location of the alarm, announce overhead 

three times “Code Red (location)” 
 Call the Fire Department providing; 

 Name & position 
 Location 

Nature of the emergency 
 
Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 

3.2 Upon Notification That the Crisis Has Concluded 
 Announce over the public address system three times, “CODE RED, ALL CLEAR” 
 Resume normal operations 
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Team 

4.0 Response & Recovery – Emergency Response Team 
 

Response 
 

4.1 Incident Management System 

 
4.2 Upon Receiving the Code Red Notification 
Protection Services Delegate2 
 Assume role of Incident Commander 
 Establish the Incident Command Centre 
 Be prepared to transfer command to a higher authority (e.g., Fire Department / VP Long 

Term Care / CEO, etc.)  
 Ensure that Reception personnel are aware of the location and contact number for 

Incident Command 
 Appoint the following positions, only if the regular assigned persons are not available: 

 Planning    ___________________________ 
 

                                                 

 

 
2 The Director, Protection Services is delegated to the role of Incident Commander.  In the absence of the Director, this will be the Mobile 
Patrol Supervisor until relieved by a higher authority. 
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Team 

 Logistics   ___________________________ 
 
 Operations   ___________________________ 
 
 Recording Secretary ___________________________ 

 
 Receive status report/discuss initial action plan with required positions 
 Prepare to provide a situational report to the President & CEO / Delegate 
 Prepare to receive further calls from Reception 
 Consult with Kingston Fire on threat severity  
 Announce status meetings/action meeting of required positions within desired time 
 Determine evacuation needs and prepare to make recommendations  
 
Protection Services Delegate3 
 Assume the role of Operations Officer 
 Maintain continuous contact with the Site Commander 
 Provide continuous updates to the Incident Commander 
 
Protection Services Delegate4 
 Assume the role of Logistics Officer 
 Be prepared to provide provisions for the Incident Command Centre in the event of an 

extended emergency (i.e. food, etc.) 
 
Director of Care / 5Delegate 
 Assume the role of Planning Officer 
 Initiate the recall of off-duty personnel, as required 
 Prepare for the termination of the emergency and any debriefing requirements 
 Ensure the continuation of home functions in the remainder of the facility 
 
Charge Nurse (Site Commander) 
 Assess the situation  
 Attempt to extinguish or contain the affected area using the appropriate fire suppression 

equipment – if within your capability 
 Be prepared to initiate evacuation if required 
 Take decisive actions to minimize risk to residents, staff and visitors 
 

During Times Reception is Absent (1700 – 0900) 
Upon Hearing the Fire Alarm System 
 Go to nearest annunciator panel (Sydenham Level 3 or Montreal Level 5 Nursing 

Station or Level 2 Reception Desk) to view location of emergency 
 Press the “Acknowledge” button on the annunciator panel 

                                                 

 

 
3 The Mobile Patrol Supervisor is delegated to the role of Operations Officer.  In the absence of the Supervisor, this will be assigned by the 
Incident Commander. 
4 The Manager, Emergency Planning & Life Safety is delegated to the role of Logistics Officer.  In the absence of the Manager, this will be 
assigned by the Incident Commander. 
5 “Delegate” is the next level of (appointed) authority, in this case the Charge Nurse. 
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Team 

 Dial 4444 and advise Security Operations Centre Operator the exact location of 
the emergency 

 Report to the Fire Site (If not on a nursing unit, take another staff member with you to 
investigate) 

 Notify Administrator on-call 
 

Maintenance 
0800 – 1600 hours Monday to Friday 
 Unlock the EVAC room 1-2003 for Fire Department access 
 Identify the location of the alarm  
 Meet the fire department at the Main Entrance and escort to the Code Red site 
 Once relieved by Security Mobile Patrol assist with the response to evacuate residents or 

controlling facility fans to evacuate smoke if necessary 
 
Housekeeping 
1600 – 2300 hours Monday to Friday 
 Unlock the EVAC room 1-2003 for Fire Department access 
 Identify the location of the alarm  
 Meet the fire department at the Main Entrance and escort to the Code Red site 
 Once relieved by Security Mobile Patrol assist with the response to evacuate residents if 

necessary 
 
Sydenham Level 3 Resident Home Area RPN 
2000 - 0800 hours  
 Go to the annunciator at the Nurses’ Station and identify the location of the alarm 
 Meet the fire department at the Sydenham 2 main entrance and escort to the area in 

alarm 
 
Recovery 
 

4.3 Alarm Reset 
Cancellation of a Code Red comes only after the alarm is identified as being false, or the fire 
is extinguished and area cleared for re-entry.  Cancellation is to be initiated only by 
instruction from Kingston Fire Services.  This message will be relayed to Reception, who will 
announce “All Clear” 
 
Mobile Patrol Supervisor 
 Reset Main Control Panel (MCP) 
Buttons must be pressed (acknowledged) in a top to bottom sequence 
 Reset the Notifier Panel in the EVAC room (1-2003) by pressing in order; 

 “Acknowledge” 
 “Signal Silence” 
 “System Reset” 

 Reset mag-locks by turning the reset key all the way to the right and then all the way to 
the left until both red lights come on 

 If the reset fails, attempt again after 30 seconds 
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Team 

 If reset fails again, take necessary actions to rectify any issues and notify 
RECEPTION / CHARGE NURSE that the system is having technical difficulties 

 After a successful reset, notify Reception / Operations Centre Operator to announce 
“Code Red – All Clear” 

 
Charge Nurse (Site Commander) 
2000 – 0700 hours 
 Notify Administrator On-Call 
 Resume normal operations 
 
Incident Commander 
 Upon notification of the All Clear deactivate the Incident Command Centre 
 Request debriefing with Site Commander 
 
Planning Officer 
 Make necessary arrangements for the incident debriefing 
 Verify the continuation of services in the affected area 
 Arrange for alternate location of services if the affected area is not habitable 
 
Logistics Officer 
 Participate in debriefing with incident command 
 
Operations Officer 
 Participate in debriefing with incident command 
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5.0 Response & Recovery – Bay St. 
 
Response 
 

5.1 General Overview 
Fire Alarm System 
The fire alarm system installed in the Bay St. area is a Notifier Integrated System.  The main 
panel is located on Level 2, Sydenham St. Main Entrance. 
 
There are sub panels located at the main Reception on Level 2, and at the nurse’s stations 
on Level 3 and Level 5.  Fire phones are located by each elevator and stairwell throughout 
the Home.  The system is designed to identify the particular zone where a device is in alarm 
but not specific rooms.   
 
Fire Suppression System 
The building is equipped with a wet standpipe fire suppression system. A Siamese 
connection is provided for Kingston Fire Services on the East wall of the Montreal St. 
building. Corridors are served by fire hose connections in selected corridors, and ABC type 
fire extinguishers are located in strategically located, mounted cabinets. The kitchen is 
equipped with K-type wet suppression system (for kitchen exhaust hood). K-type portable 
extinguishers are available in the kitchen. 
 
Occupancy 
Group D Occupancy 
 
Building Exterior 
The building exterior walls are a combination of concrete masonry units or rough limestone 
with metal wall panels on the upper floor. The exterior windows are either the newer units 
which are aluminum combination fixed with a double hung unit or the older wood with fixed 
and a casement unit.  All windows have double paned insulated glass, window sills are pre-
cast concrete. Exterior doors are a combination storefront type glass or metal swinging 
doors. The doors to the roof are painted metal. The roof system is an inverted roof with a 
built up roof on concrete covered with a layer of foam insulation and gravel ballast.  
 
Building Interior 
Interior walls are drywall or concrete masonry unit with a drywall painted finish or vinyl wall 
covering. The floors are typically sheet vinyl in the residence rooms and adjoining bathrooms 
and corridors, carpet in offices, ceramic tiles in common staff restrooms and showers, the 
kitchen and serving areas and terrazzo in the auditorium. 
 
Building Structure 
The building is a 5 storey, steel frame structure, plus a penthouse, built in 1958.  The main 
structural frame consists of reinforced, concrete slabs supported by structural steel beams 
and columns. The basement floor is a reinforced, cast-in-place concrete slab.  The entire 
building is supported on cast-in-place concrete footings and perimeter cast-in-place walls.  
The total building area is 4,942 square meters (53,190 square feet). Residences, lounge, 
dining, kitchen, nurse station, utilities, resident laundry room, whirlpool and linen occupy the 
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building’s top three levels. The second floor is occupied by the upper part of the auditorium 
which houses utilities, the cafeteria, resident meeting rooms, wellness centre and an outdoor 
deck. The first level is occupied by the game room, auditorium and upper part of the boiler 
room, dishwashing, the main kitchen and food storage and freezers. The basement is 
occupied by the boiler room, maintenance workshop, maintenance /laundry storage and 
utilities.  There is a roof patio on the second level facing the courtyard and a loading dock on 
the bay street side of the building. 
 
Vertical Transportation 
The building has one passenger elevator which service levels 1 – 5.  The building also 
contains an exit stair enclosure, number 3 which service levels 1 – 5. 
 
5.2 Upon Discovery of Smoke or Fire 
Remember the R.E.A.C.T. formula 
 R – Remove everyone in immediate danger 
 E – Ensure doors and windows in and near the affected area are closed (if safe to do so) 

to minimize the spread of smoke and oxygen available to the fire.  
 A – Alarm, call out “CODE RED” and the location of the fire.  Activate the nearest pull 

station.   
 C - Call Reception (4444) and give details  

 Name & position 
 Location 
 Nature of the emergency 

 T –Try, If within your capability, to extinguish the fire.  If not, evacuate all persons in the 
affected area to a safe zone beyond the nearest fire separation and await Fire 
Department. 

 Do not use elevators 
 
5.3 Upon Hearing A Fire Alarm 
If you hear the 1st alert stage alarm 6(30TPM)  
 Cease unnecessary activity and listen for the location of the emergency 
 If the emergency is in your immediate area investigate for signs of smoke or fire 
 If you discover smoke or fire refer to 4.2 Upon Discovery of Smoke or Fire for response 
 If you do not discover smoke or fire, remain in your area/office/department. Maintain 

preparedness and listen for overhead announcements. 
 Reassure residents and visitors that they remain calm and direct them to the nearest safe 

area 
 Do not use elevators unless instructed by Kingston Fire Services 
 
If you hear the 2nd evacuation stage alarm (Temporal Tone7)  
  Immediately report to your designated/alternate safe area and wait for instructions, a 

Code Green will be announced to identify the location to start evacuating 
 Prepare for the need to evacuate the area 

                                                 

 

 
6 TPM – Refers to Tones Per Minute 
7 Temporal tone is 3 quick tones then a pause, this will continue until silenced by the fire department 
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5.4 Kingston Fire Services Access 
Kingston Fire Services will meet the home representative at the Sydenham St. main entrance  
 
5.5 Special Hazards 
There are no special hazards for Bay St. 
 
Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 

5.6 Upon Notification That the Crisis Has Concluded 
 Resume normal operations 



Providence Care – Providence Manor Site Fire Safety Plan 

 

Response & Recovery – Bay St.  16 May 2022 

5.7 Floor Plans 
Level 0 
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Level 1 
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Level 2 
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Level 3 
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Level 4 

 

  



Providence Care – Providence Manor Site Fire Safety Plan 

 

Response & Recovery – Bay St.  21 May 2022 

Level 5 
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6.0 Response & Recovery – Link Area 
 

Response 
 

6.1 General Overview  
Fire Alarm System 
The fire alarm system installed in the Link area is a Notifier Integrated System.  The main 
ESAC Panel is located on Level 2, Sydenham St Main Entrance. 
 
There are sub panels located at the main Reception on Level 2, and at the nurse’s stations 
on Level 3 and Level 5.  Fire phones are located by each elevator and stairwell throughout 
the Home.  The system is designed to identify the particular zone where a device is in alarm 
but not specific rooms.   
 
Fire Suppression System 
The building is equipped with a wet standpipe fire suppression system, A Siamese 
connection is provided for Kingston Fire Services on the East wall of the Montreal St. 
building. Corridors are served by fire hose connections in selected corridors, and ABC type 
fire extinguishers are located in strategically located, mounted cabinets. 
 
Occupancy 
Group D Occupancy 
 
Building Exterior 
The building exterior walls are a combination of concrete masonry units or rough limestone 
with metal wall panels on the upper floor. The exterior windows are either the newer units 
which are aluminium combination fixed with a double hung unit or the older wood with fixed 
and a casement unit. All windows have double paned insulated glass, window sills are pre-
cast concrete. The doors to the roof are painted metal. The roof system is an inverted roof 
with a built up roof on concrete covered with a layer of foam insulation and gravel ballast. 
 
Building Interior 
Interior walls are drywall or concrete masonry unit with a drywall painted finish or vinyl wall 
covering. The floors are typically sheet vinyl in the residence rooms and adjoining bathrooms 
and corridors. 
 
Building Structure 
The building is conventional steel and concrete structure with reinforced concrete floors 
beams and columns, metal decking, steel beams and columns in the roof penthouse 
structure. The building foundation is concrete footings on bedrock with a concrete slab on 
grade.  The Link is five stories in height with no basement and a mechanical penthouse. The 
building structure was built in 1982. The total building area is 3392 square meters (36495 
square feet). Residences, a conference and linen room occupy the building top three levels. 
The second floor is occupied by the mailroom, office and conference rooms. The first level is 
occupied by the main laundry, a single car garage and offices. Below the west section of the 
link is the underpass for the street level driveway that leads into the courtyard. 
 



Providence Care – Providence Manor Site Fire Safety Plan 

 

Response & Recovery – Link Area 24 May 2022 

Vertical Transportation 
The building contains one exit stair enclosures, number 2 which service levels 1 – 5. 
 
6.2 Upon Discovery of Smoke or Fire 
Remember the R.E.A.C.T. formula 
 R – Remove everyone in immediate danger 
 E – Ensure doors and windows in and near the affected area are closed (if safe to do so) 

to minimize the spread of smoke and oxygen available to the fire.  
 A – Alarm, call out “CODE RED” and the location of the fire.  Activate the nearest pull 

station.   
 C - Call Reception (4444) and give details  

 Name & position 
 Location 
 Nature of the emergency 

 T –Try, If within your capability, to extinguish the fire.  If not, evacuate all persons in the 
affected area to a safe zone beyond the nearest fire separation and await Fire 
Department. 

 Do not use elevators 
 
6.3 Upon Hearing A Fire Alarm 
If you hear the 1st alert stage alarm 8(30TPM)  
 Cease unnecessary activity and listen for the location of the emergency 
 If the emergency is in your immediate area investigate for signs of smoke or fire 
 If you discover smoke or fire refer to 5.2 Upon Discovery of Smoke or Fire for response 
 If you do not discover smoke or fire, remain in your area/office/department. Maintain 

preparedness and listen for overhead announcements. 
 Reassure residents and visitors that they remain calm and direct them to the nearest safe 

area 
 Do not use elevators unless instructed by Kingston Fire Services 
If you hear the 2nd evacuation stage alarm (Temporal Tone9)  
  Immediately report to your designated/alternate safe area and wait for instructions, a 

Code Green will be announced to identify the location to start evacuating 
 Prepare for the need to evacuate the area 
 
6.4 Kingston Fire Services Access 
Kingston Fire Services will meet the home representative at the Sydenham main entrance  
 
6.5 Special Hazards 
There are no special hazards for the Link area 
 
  

                                                 

 

 
8 TPM – Refers to Tones Per Minute 
9 Temporal tone is 3 quick tones then a pause, this will continue until silenced by the fire department 
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Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 

6.6 Upon Notification That The Crisis Has Concluded 
 Resume normal operations 
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6.7 Floor Plans 
Level 1 
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Level 2 
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Level 3 
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Level 4 
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Level 5 
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7.0 Response & Recovery – Montreal St. 
 
Response 
 

7.1 General Overview  
Fire Alarm System 
The fire alarm system installed in the Sydenham and Link areas is a Notifier Integrated 
System.  The main ESAC Panel is located on Level 2, Sydenham St Main Entrance. 
 
There are sub panels located at the main Reception on Level 2, and at the nurse’s stations 
on Level 3 and Level 5.  Fire phones are located by each elevator and stairwell throughout 
the Home.  The system is designed to identify the particular zone where a device is in alarm 
but not specific rooms.   
 
Fire Suppression System 
The building is equipped with a wet standpipe fire suppression system.  A Siamese 
connection is provided for Kingston Fire Services on the East wall of the building (Montreal 
St.). Corridors are served by fire hose connections in selected corridors, and ABC type fire 
extinguishers are located in strategically located, mounted cabinets. 
 
Occupancy 
Group D Occupancy 
 
Building Exterior 
The building exterior walls are a combination of concrete masonry units or rough limestone 
with metal wall panels on the upper floor. Portions of the exterior wall facing Montreal Street 
on the 1st - 3rd floors are from the original structure built in 1891. The exterior windows are a 
either the newer units which are aluminum combination fixed with a double hung unit or the 
older wood with fixed and a casement unit. All windows have double paned insulated glass, 
window sills are pre-cast concrete. Exterior doors are a combination storefront type glass or 
metal swinging doors. The doors to the roof are painted metal. The roof system is an inverted 
roof with a built up roof on concrete covered with a layer of foam insulation and gravel 
ballast. 
 
Building Interior 
Interior walls are drywall or concrete masonry unit with a drywall painted finish or vinyl wall 
covering. The floors are typically sheet vinyl in the residence rooms and adjoining bathrooms 
and corridors, carpet in offices, ceramic tiles in common staff restrooms and showers and the 
hair Salon. 
 
Building Structure 
The building is a 5 storey, steel frame structure, plus a penthouse, built in 1891.  The main 
structural frame consists of reinforced, concrete slabs supported by structural steel beams 
and columns. The basement floor is a reinforced, cast-in-place concrete slab.  The entire 
building is supported on cast-in-place concrete footings and perimeter cast-in-place walls.  
The total building area is 4,588 square meters (49,384 square feet). 
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Residences, activity rooms, a reception area, utilities, linen, whirlpool and restrooms occupy 
the building’s top three levels. A music room, kitchen, game room, exercise room, beauty 
parlour and a day centre occupy the second floor. Clean linen, recreation office, 
physiotherapy, maintenance staff room, staff education and storage rooms occupy the first 
level. 
 
Vertical Transportation 
The building has two passenger elevators which service levels 1 – 5.  The building also 
contains three exit stair enclosures, numbered 1, 2 and 3 which service levels 1 – 5. 
 
7.2 Upon Discovery of Smoke or Fire 
Remember the R.E.A.C.T. formula 
 R – Remove everyone in immediate danger 
 E – Ensure doors and windows in and near the affected area are closed (if safe to do so) 

to minimize the spread of smoke and oxygen available to the fire.  
 A – Alarm, call out “CODE RED” and the location of the fire.  Activate the nearest pull 

station.   
 C - Call Reception (4444) and give details  

 Name & position 
 Location 
 Nature of the emergency 

 T –Try, If within your capability, to extinguish the fire.  If not, evacuate all persons in the 
affected area to a safe zone beyond the nearest fire separation and await Fire 
Department. 

 Do not use elevators 
 
7.3 Upon Hearing A Fire Alarm 
 If you hear the 1st alert stage alarm 10(30TPM)  
 Cease unnecessary activity and listen for the location of the emergency 
 If the emergency is in your immediate area investigate for signs of smoke or fire 
 If you discover smoke or fire refer to 6.2 Upon Discovery of Smoke or Fire for response 
 If you do not discover smoke or fire, remain in your area/office/department. Maintain 

preparedness and listen for overhead announcements. 
 Reassure residents and visitors that they remain calm and direct them to the nearest safe 

area 
 Do not use elevators unless instructed by Kingston Fire Services 
If you hear the 2nd evacuation stage alarm (Temporal Tone11)  
  Immediately report to your designated/alternate safe area and wait for instructions, a 

Code Green will be announced to identify the location to start evacuating 
 Prepare for the need to evacuate the area 
 
7.4 Kingston Fire Services Access 
Kingston Fire Services will meet the home representative at the Sydenham main entrance  

                                                 

 

 
10 TPM – Refers to Tones Per Minute 
11 Temporal tone is 3 quick tones then a pause, this will continue until silenced by the fire department 
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7.5 Special Hazards 
There are no special hazards for the Montreal St. area. 
 
Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 

7.6 Upon Notification That the Crisis Has Concluded 
 Resume normal operations 
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7.7 Floor Plans 
Level 1 
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Level 2 
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Level 3 
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Level 4 
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Level 5 
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8.0 Response & Recovery – Sydenham St. 
 

Response 
 

8.1 General Overview  
Fire Alarm System 
The fire alarm system installed in the Sydenham and Link areas is a Notifier Integrated 
System.  The main ESAC Panel is located on Level 2, Sydenham St Main Entrance. 
 
There are sub panels located at the main Reception on Level 2, and at the nurse’s stations 
on Level 3 and Level 5.  Fire phones are located by each elevator and stairwell throughout 
the Home.  The system is designed to identify the particular zone where a device is in alarm 
but not specific rooms.   
 
Fire Suppression System 
The building is equipped with a wet standpipe fire suppression system, A Siamese 
connection is provided for Kingston Fire Services on the East wall of the Montreal St. 
building. Corridors are served by fire hose connections in selected corridors, and ABC type 
fire extinguishers are located in strategically located, mounted cabinets. 
 
Occupancy 
Group D Occupancy 
 
Building Exterior 
The building exterior walls are a combination of concrete masonry units or rough limestone 
with metal wall panels on the upper floor. There is a concrete handicapped ramp located at 
the main entrance on Sydenham St.  The exterior windows are a either the newer units which 
are aluminum combination fixed with a double hung unit or the older wood with fixed and a 
casement unit. All windows have double paned insulated glass windows and the sills are pre-
cast concrete. Exterior doors are a combination storefront type glass or metal-swinging 
doors; there is one large revolving door. The doors to the roof are painted metal. The roof 
system is an inverted roof with a built up roof on concrete covered with a layer of foam 
insulation and gravel ballast. 
 
Building Interior 
Interior walls are drywall or concrete masonry unit with a drywall painted finish or vinyl wall 
covering. Shower areas have a ceramic tile finish. The floors are typically sheet vinyl in the 
residence rooms and adjoining bathrooms and corridors, main lobby floor is 12 x 12 marble 
tiles, offices and office corridors are broadloom carpeting; lower floor corridors are the 
original terrazzo. 
 
Building Structure 
The building is a 5 storey, steel frame structure, plus a penthouse, built in 1958.  The main 
structural frame consists of reinforced, concrete slabs supported by structural steel beams 
and columns. The basement floor is a reinforced, cast-in-place concrete slab.  The entire 
building is supported on cast-in-place concrete footings and perimeter cast-in-place walls.   
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The Sydenham St. area is five stories in height with no basement and a mechanical 
penthouse. The building structure was built in 1958. The total building area is 5414 square 
meters (58251 square feet). The building top three levels are occupied by residences, nurse 
station, dining, kitchen, whirlpool and activity rooms. The second floor is occupied by the 
main entrance and reception area, gift shop, offices, resident pub and boardroom. The first 
level is occupied by staff locker room, food storage, laundry storage, pharmacy and general 
storage. 
 
Vertical Transportation 
The building has one passenger elevator which service levels 1 – 5.  The building also 
contains three exit stair enclosures, numbered 5, 6, and 7 which service levels 1 – 5. 
 
8.2 Upon Discovery of Smoke or Fire 
Remember the R.E.A.C.T. formula 
 R – Remove everyone in immediate danger 
 E – Ensure doors and windows in and near the affected area are closed (if safe to do so) 

to minimize the spread of smoke and oxygen available to the fire.  
 A – Alarm, call out “CODE RED” and the location of the fire.  Activate the nearest pull 

station.   
 C - Call Reception (4444) and give details  

 Name & position 
 Location 
 Nature of the emergency 

 T –Try, If within your capability, to extinguish the fire.  If not, evacuate all persons in the 
affected area to a safe zone beyond the nearest fire separation and await Fire 
Department. 

 Do not use elevators 
 
8.3 Upon Hearing A Fire Alarm 
If you hear the 1st alert stage alarm 12(30TPM)  
 Cease unnecessary activity and listen for the location of the emergency 
 If the emergency is in your immediate area investigate for signs of smoke or fire 
 If you discover smoke or fire refer to 7.2 Upon Discovery of Smoke or Fire for response 
 If you do not discover smoke or fire, remain in your area/office/department. Maintain 

preparedness and listen for overhead announcements. 
 Reassure residents and visitors that they remain calm and direct them to the nearest safe 

area 
 Do not use elevators unless instructed by Kingston Fire Services 
If you hear the 2nd evacuation stage alarm (Temporal Tone13)  
  Immediately report to your designated/alternate safe area and wait for instructions, a 

Code Green will be announced to identify the location to start evacuating 
 Prepare for the need to evacuate the area 
 

                                                 

 

 
12 TPM – Refers to Tones Per Minute 
13 Temporal tone is 3 quick tones then a pause, this will continue until silenced by the fire department 
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8.4 Kingston Fire Services Access 
Kingston Fire Services will meet the home representative at the Sydenham main entrance  
 
8.5 Special Hazards 
There are no special hazards for the Sydenham St. area. 
 
Recovery 
The fire alarm system will continue to sound until silenced by Security under the direction of 
Kingston Fire & Rescue.  There will be an announcement overhead giving the ALL CLEAR 
when the fire emergency is over. 
 

8.6 Upon Notification That the Crisis Has Concluded 
 Resume normal operations 
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8.7 Floor Plans 
Level 1 
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Level 2 
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Level 3 
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Level 4 
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Level 5 
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9.0 Fire Prevention Policy 
 
9.1 Home Fire Marshal 
The Fire Marshall for Providence Manor is the Director, Protection Services.  Assistant Fire 
Marshall is the Manager, Security  & Life Safety. 
 
Contact Information: 
President & CEO (Cathy Szabo)     (613) 548-7222  Ext. 2235 
Administrator (Krystal Mack)     (613) 548-7222  Ext. 3121 
Manager, Security & Life Safety (Tom Davis)   (613) 544-4900 Ext. 50252 
 
Full contact information is available in Appendix E  
 
9.2 General  
The fire alarm system installed at Providence Manor is A Notifier Integrated System.  The 
main NFS2-3030 Panel is located on Level 2, Sydenham St Main Entrance.  The fire alarm 
system is monitored by Falcon Security Solutions out of Brockville, ON. 
 
There are sub panels located at the main Reception on Level 2, Sydenham 3, Sydenham 5, 
and Montreal 3 and Sydenham 5.  Fire phones are located by each elevator and stairwell 
throughout the Home.  The system is designed to identify the particular zone where a device 
is in alarm but not specific rooms.  Manual Pull Station (Figure 1), this is activated manually 
by anyone that discovers a fire or smoke.  Smoke Detector (Figure 2), this device is activated 
when smoke reaches sensors in the device activating on alarm. 
 
The Notifier system is a two-stage alarm system.  The 1st stage alarm is an alert stage that 
will sound at 30 tones per minute.  Reception or designate will make an announcement to the 
location of fire and call 911.  The alert stage is to advise occupants of a possible fire 
emergency and of the location of the fire in the building.  At this stage staff are expected to 
investigate their immediate area and report any problems encountered. 
 
The second stage is the evacuation stage that will sound a Temporal Tone14 continuously.  
At this stage staff are expected to prepare for evacuation of the building and will be advised 
which area to start the evacuation process. 
 

  Figure 1    Figure 2  

                                                 

 

 
14 Temporal tone is 3 quick tones then a pause, this will continue until silenced by the fire department 
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9.3 Supervisory Staff 
Definition 
Those occupants of a building who have some delegated responsibility for the fire safety of 
other occupants under the fire safety plan.  
 
At Providence Manor all home staff, contractors and volunteers have a delegated 
responsibility under the Fire Safety Plan. 
 
Preventative Measures:  
• Ensure stairway doors are kept in the closed and latched position at all times. 
• Ensure that self-closing devices attached to doors are not disengaged or rendered 

inoperable. 
• Ensure that stairways, landings, hallways, passageways and exits are kept clear of any 

storage or other obstructions. 
• Combustible waste and debris are not permitted to accumulate anywhere in the building. 
• Ensure that access routes, fire routes, hydrants and pumper connections are accessible 

and clear of all obstructions (e.g., snow, parked vehicles and shrubs). 
• Ensure that staff and contractors working in your area, are appropriately trained. 
 
In an Alarm Condition: 
• Assist as directed by Kingston Fire Services and Protection Services 
 
9.4 Nutritional Services Manager 
Preventative Measures: 
• Ensure that commercial cooking equipment and appliances are maintained in good 

working order. 
• Ensure that all grease filters in hoods and duct systems serving commercial cooking 

equipment are cleaned regularly. 
• Ensure that the fixed extinguishing systems are maintained and tested in accordance with 

part 6 of the Ontario Fire Code. 
 
9.5 Director of Care or Delegate 
Preventative Measures: 
• Identify and establish a (sub) plan for residents who would require assistance to evacuate 

due to physical or mental disabilities. 
• Ensure all hallways and stairwells are kept clear of storage and debris such as 

housekeeping carts, medication carts, and maintenance supplies. 
• Ensure stairwell doors and doors in fire separations are kept closed.  Never allow doors 

to resident rooms to be wedged open.  Do not allow anyone to interfere with the self-
closing mechanism of any door. 

 
9.6 Sisters’ Residence 
During times that the Sisters’ Residence requires evacuation Providence Manor will 
accommodate the occupants until such time that they can be transferred to the Motherhouse.  
For further information on fire response at the Sisters’ Residence please see Appendix D – 
Sisters’ Residence Fire Safety Plan. 
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9.7 Smoking 
In accordance with the Tobacco Control Act and the Smoking in the Workplace Act, smoking 
is not permitted within any area of the home or on home property. 
• Staff & Visitors must be off home property. 
• Residents are to be at least 9 metres (30ft) from any entrance into the home. 
 
Resident Care staff must ensure that residents who are not completely responsible, do not 
have in their possession lighters, matches or cigarettes – these items should be kept at the 
nursing station and used as needed. 
 
9.8 Doors, Doorways, Corridors & Exits 
Doors act as a barrier to prevent the spread of smoke and flames to other areas of the 
facility. 
• Keep all fire and exit doors closed and unobstructed. 
• Keep doorways and corridors unobstructed.  Corridor doors are equipped with magnetic 

door hold open devices that release during times of fire alarm activation.  These doors 
need to be free of obstruction at all times to work properly. 

• Keep all doors closed in areas that are not occupied and are not equipped with door hold 
open devices. 

 
9.9 Parking 
Vehicles parked in fire access routes may be ticketed and/or towed to ensure accessibility for 
fire apparatus.  
 
9.10 Fire Hazards 
Immediately report all fire hazards that come to your attention to your Supervisor, department 
head, any member of Protection Services, or the Joint Occupational Health & Safety 
Committee. 
• Observe all safety rules and signs and instruct residents and visitors to also observe 

these rules and signs.   
• Turn off all electrical equipment and appliances when not in use. 
• Use of extension cords as permanent wiring is prohibited. 
• Items with large electrical draw (microwave, fridge, etc.) must be plugged directly into an 

outlet 
• Approved power bars are permitted for use on office equipment 
• Do not use unsafe electrical appliances, frayed extension cords 
• Do not over-load outlets or use lamp wire for permanent wiring 
• Report defective electrical wiring and appliances, immediately  
• Maintain fire separations (ensure holes in drywall; closures; etc. are repaired 

immediately) 
 
9.11 Keeping Your Work Area Safe 
Keep your work area safe for you and residents.  Never leave scrap paper, shavings, and 
oily rags or paint rags lying around in hazardous conditions. 
 
9.12 Planning Ahead 
Take 10 seconds at the beginning of your shift and think: 
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Do I know the location of pull stations, extinguishers and fire exits in my area? 
Do I know what to do if a fire occurs? 
 
9.13 Fire Alarm Sequence of Operation 
1st Stage Alarm Condition: 
Activation of any alarm-causing device shall cause the following to occur: 
• Corresponding descriptor to display at the Fire Alarm Control Panel, and the panel buzzer 

to sound steady, and the common alarm lamp to flash. The alarm buzzer may be silenced 
by operating the alarm acknowledge button. The alarm LED shall remain lit until the alarm 
condition has been corrected and the panel reset.  Subsequent alarm conditions shall re-
initiate the sequence.   

• Transmit an alarm signal to the monitoring equipment if applicable. 
• Activate the audible signalling devices.  After 30 seconds and after the alarm has been 

acknowledged operating the audible silence button will silence the audible devices. The 
audible silence LED shall remain lit until the panel is reset.  

• Signalling devices shall sound at 30 pulses per minute on all floors.  Audible signalling will 
not sound in the stairwells.   

• Activate all necessary auxiliary functions. 
• The corresponding input will remain latched in the alarm condition until the alarm-initiating 

device has returned to normal and the system has been manually reset. System reset 
shall only be possible after the alarm acknowledged button and the signal silence button 
have been manually pushed. 

 
2nd Stage Alarm Condition: 
Activation of any manual station key switch within a building shall cause the following to 
occur: 
• Audible signalling devices to sound at 120 pulses per minute on all floors within the 

building. 
• All alarm functions are to be maintained as outlined in “1st Stage Alarm Condition”. 
 
Supervisory and Trouble Conditions: 
Activation of any supervisory device or detection of any system trouble condition shall cause 
the following to occur: 
• Corresponding descriptor to display at the Fire Alarm Control Panel, the panel buzzer to 

sound on/off, and the yellow trouble light to flash. 
• Indicate the supervisory alarm location, text and graphic, at each NCC location. 
• Transmit a trouble signal to the monitoring equipment if applicable. 
• The trouble signal may be silenced by operating the trouble acknowledge button. The 

common trouble LED shall remain lit until the trouble condition has been corrected and 
the panel reset. Subsequent trouble conditions shall reactivate the sequence. 

• The supervisory signal may be silenced by operating the supervisory acknowledge 
button. The common supervisory LED shall remain lit until the supervisory condition has 
been corrected and the panel reset. Subsequent supervisory conditions shall reactivate 
the sequence. 

• Panel reset is not possible until the trouble and/or supervisory acknowledge button has 
been pushed. 
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9.14 Emergency Response Team 
The Emergency Response Team is a group of individuals who are charged with responding 
to all fire alarms and immediately dealing with the crisis until the Fire Department arrives. 
 
The Emergency Response Team will consist of the following: 
Monday - Friday (0800 - 1600)  
Director of Care/Delegate (Site Commander)  
Maintenance Representative 
Security Mobile Patrol Supervisor 
 
Monday - Friday (1600 - 0800), Saturdays, Sundays, & Holidays  
Charge Nurse (Site Commander)  
Level 3 Resident Home Area RPN 
Security Mobile Patrol Supervisor (Meet and escort the Fire Department to and from the 
affected area) 
 
The Fire Department must authorize the All Clear before the fire alarm can be reset.  Once 
the response team has received the all clear: 
• Security will reset the fire alarm system 
 
9.15 Incident Command 
Upon receiving notice of a fire Directory of Care / Delegate will immediately establish 
an 15Incident Command Centre within the Sydenham Level 2 Boardroom.  The Director of 
Care / Delegate will assume command and coordinate the response. 
 
The person acting as the Incident Commander (e.g., Director of Care / Delegate) must be 
prepared to transfer command to a higher authority (Police, Fire, CEO), or apply 16unified 
command.   
 
9.16 Training & Education 
All home staff receives emergency response training during orientation.  Refresher training 
occurs prior to all annual fire drills:   
• Fire drills are an essential part of preparedness.  The exact procedure for a fire is carried 

out on all occasions when the fire alarm sounds.  In accordance with Ontario Fire Code 
regulation 2.8.3.2(1) 

• All fire drills will be assessed by an appointed representative from the Protection Services 
department and documented on the “EMERGENCY PROCEDURES CHECKLIST”, 
Appendix B 

• Fire drills are conducted on all shifts and on a rotational basis to ensure all staff have an 
opportunity to participate in annual training and exercises 

                                                 

 

 
15 “Incident Command Center” is a centrally located space available to coordinate and manage resources including the dispatch and 
coordination of search teams.   “Incident Command” reports to the Home Emergency Operations Center (if active). 
16 “Unified Command” is a team effort which allows all departments / agencies with responsibility for the incident, to jointly provide 
management direction to an incident through a common set of incident objectives and strategies established at the command level. 
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• Staff that miss the fire drills in their work area will be required to participate in fire safety 
training before December 31st  in accordance with Long Term Care Legislation Section M 
Chapter 3.15 

• Once a month a live drill will take place to ensure that the signal reaches the fire alarm 
monitoring company 

• Fire drill records will be kept for at least 12-months. In accordance with Ontario Fire Code 
regulation 2.8.3.2.(2) 

• The Security Operations Centre Operator will notify Kingston Fire & Rescue and the Fire 
Alarm Monitoring Company prior to and after live fire drills 

• A timed evacuation drill will occur annually representing the lowest staffing level 
complement moving patients to an adjacent fire separation.  These drills will rotate to 
various locations and be approved / observed by the Local Authority Having Jurisdiction 

 
9.17 Holiday Decorations 
• All holiday decorations will be inspected and approved by Protection Services. 
• Lights and decorations must be CSA approved.  Extension cords and adapters are not to 

be used.  No artificial snow is to be used on painted services. 
• Trees must be artificial and CSA approved.  No flammable material (i.e. dried branches, 

straw, hay, non-treated paper etc.) to be used as decoration 
• Decorations cannot be placed in areas that would impede the function of life safety 

devices, i.e. hangings from the sprinkler heads, blocking smoke detectors, etc. 
 
9.18 Utility Shutdown / Hot Works Program 
Purpose 
This document establishes the procedures to be followed when a utility is required to be 
shutdown at Providence Manor.  A shutdown is defined as any situation in which all or part of 
a Providence Manor utility system is disabled, or otherwise temporarily rendered inoperable.  
This shall include automatic fire sprinklers, standpipe systems, fire alarm and detection 
systems, under/above ground water supply mains, power, steam, network and 
telecommunications equipment, etc. 
 
Distribution 
This procedure shall be distributed to Plant Engineering & Maintenance, Protection Services, 
Information Services, Joint Planning Office, and all contractors who will perform work that 
may require the shutdown of utilities at Providence Manor. 
 
Notification / Coordination / Authorization 
The person or organization reporting or scheduling a utility shutdown, hereafter referred to as 
the “requester”, is responsible for initiating the shutdown.  The requester will typically be the 
Construction Supervisor / Project Coordinator, or Maintenance personnel requiring the 
shutdown.  A utility system shutdown shall be coordinated as follows: 
• The requester must provide written notification by filling out a “Request for Utility 

Shutdown” form which shall be completed for all utility shutdown requests, as described 
above.  Forms are available in the Joint Planning Office, located at 24 Barrie Street and 
Physical Plant Services. 

• All coordination and scheduling of impairments shall be completed a minimum of 72-
hours prior to the impairment. 
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• Utility shutdowns may be accomplished with less than 72-hours notice, provided 
that all notification and coordination has been arranged between Emergency 
Management,  

• Security & Life Safety, Information Services, and Maintenance, and the shutdown 
required is of an emergent nature. 

• The Providence Manor authorities will sign off before execution of the request.  The 
Providence Manor authorities will also notify occupants whom reside in the areas of the 
shutdown.  (Requests for shutdowns by Physical Plant Services personnel do not require 
authorization from non-affected departments.  I.e. Information Services not required for 
F/A shutdown.) 

• Upon completion of the workday, the requester will notify the SCC (613) 548-2484, and 
request that the system be returned to normal operation.  The bottom half of the “Request 
for Utility Shutdown” shall be completed and signed off.   

 
Instructions for Fire Watch / Hot Work Permit 
• Personnel conducting “hot work” are responsible for their own fire watch.  "Fire watch" 

means not leaving the area unoccupied while detection/means of alarm activation is 
unavailable.  This means that the worker is responsible for all areas of the work site.   

• Hospital Security staff will patrol the work site routinely to ensure the workers know how 
to respond, extinguishers are present, and that no obvious hazards are left around.   

• Any contractor working at KGH must go through the fire safety training.  If a case should 
arise where a contractor calls in a sub-contractor (who has not been appropriately 
trained) last minute, then a representative from the responsible lead contractor will need 
to have (on-site) a person who has been trained to respond to the discovery of smoke or 
fire.   

• Any impairment to the fire alarm system must be returned to normal before the worker 
leaves the work site.  If the impairment has occurred after work hours, and the Fire Alarm 
Technician is unavailable to return the system to normal, arrangements will be made by 
Protection Services to ensure a constant and vigilant fire watch of the unprotected area, 
or alternatively, make arrangements with a fire alarm technician to return the system to 
normal. 

• Documentation of fire watch will be maintained on a spreadsheet (electronically) located 
within Protection Services (Dietary 1 – 7.106).  Security will document time fire watch 
completed and initials of officer.  When fire watch is required these will occur at minimum 
in ½ hour intervals. 

• Before carrying out any hot work (welding, torch cutting, etc.) on KGH property, the 
worker shall indicate the need on the “Request for Utility Shutdown” form.   

• Once approved the requester will call the SOC at 613-548-2484 and request the hot work 
to be posted at the work site.   Protection Services will inspect the area for any hazards 
and issue the hot work permit. 

• When the work is complete the contractor will call the SOC at 613-548-2484 to advise 
that the work is complete.  Security will inspect the area every ½ hour for 1½-hours for 
any hazards.  Once the final inspection is complete, Security will restore the fire alarm 
system if impaired. 

• If the shutdown/hot work request is cancelled the contractor will advise the SOC of the 
cancellation. 
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Compliance and Responsibility 
• Any person, and his/her organization, requiring a utility system installation, maintenance, 

testing, repair, or other operation which: requires a shutdown of a utility, shall be 
responsible for compliance with these procedures. 

• If at any time a Providence Manor authority (e.g., Security & Life Safety, Physical Plant 
Services, JPO, Information Services) believes the area of work is unsafe, or that the work 
being carried out is not being done in accordance with this document, all work will stop 
until the area is made safe, or compliance to this document is achieved. 

• If an emergency occurs on a work site that has failed to comply with these procedures the 
responsible contractor may be fined up to $2,500 for fire department and Providence 
Manor emergency response team response.  The responsible contractor for the area may 
also be removed from the preferred contractors list. 

• False alarms and failure to take proactive & preventative measures, disrupts workflow, 
places Home staff at risk, places firefighters at risk, and draws municipal fire resources 
away from true fires.  As outlined above it is your responsibility to take all necessary 
precautions.    

   
9.19 Natural Gas 
There are five areas in the building where gas is installed:  

• the kitchen 
• three penthouses on the roof  
• the resident laundry on level one 

 

9.20 Alternate Fire Safety Measures 
Kingston Fire Services and the Home Fire Marshal must be advised of the temporary 
shutdown of any fire protection systems in the building.  Alternative measures for fire safety, 
satisfactory to Fire Services shall be implemented during the shutdown. 
 
If the fire protection systems will be affected for a period of 24 hours or less: 
• Kingston Fire Services shall be notified advising the communications officer of the 

alternate measures for fire safety. 
• Kingston Fire Services shall be notified when the fire protection systems are returned to 

normal. 
• If the fire protection systems will be affected for a period greater than 24 hours: 
• Written notification must be provided to the home’s Fire Marshal, and Kingston Fire 

Services.  The notification must include the location / type of the equipment, and the 
duration for which it will be out of operation. 

• The alternate measures taken to ensure fire safety 
• The home Fire Marshal and Kingston Fire Services shall be notified when the fire 

protection systems are returned to normal. 
 
9.21 Oxygen 
Oxygen (O2) supports combustion and special care needs to be considered when oxygen is 
used and being stored.  CSA Standard Z305.12-98 provides guidelines on the safe handling 
and storage of O2 cylinders. 
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During times of fire emergency portable O2 tanks, where feasible, will be either removed or 
turned off. 
 
9.22 Plan Distribution 
The Master copy of the fire safety plan will be located in the Protection Services office at 
Kingston General Hospital (7-106).  The fire safety plan is available in all areas of the home 
in the Emergency Procedures Manual. (Figure 5) Fire response procedures are posted at 
all exit stairwells. 
 
 

 Figure 5 
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10.0 Building Maintenance And Inspections 
 
10.1 Bed Capacity 
Providence Manor has a bed capacity of 239.  This number is broken down as follows: 
Sydenham St. – 57 
Link Area – 55 
Montreal St. – 63 
Bay St. – 64 
 
10.2 Magnetic Door Holders 
The home utilizes magnetic door holders throughout the facility.  Under normal conditions, 
the electromagnet is energized to hold the door in place.  In a fire alarm condition, the 
voltage to the door holder will automatically interrupt, releasing the door to allow for easy 
movement throughout the corridors and stairwells. 
 
10.3 Electromagnetic Locking Devices 
The following doors are controlled by electromagnetic locking devices: 
 
10.4 Fire-fighter Phones 
Fire phones are located at every exit, generally at stairwells.  Fire phones communicate 
directly with the Fire Alarm System for the area affected. 
 
Instructions for use are posted at each Fire Alarm Voice Communication Panel. 
 
10.5 Emergency Lighting 
Emergency lighting is provided throughout the building in accordance with the Ontario 
Building Code.  The system is backed by a diesel generator, which is maintained in good 
working order.  The generator fuel supply tank holds a capacity to keep the generator 
running for a period of 4 days. 
 
Exit signs are located at all exits and in exit corridors in the direction of exit travel. 
 
10.6 Fire-fighter Elevators 
Although all elevators within Providence Manor can be used as fire fighter elevators, there 
are 2 designated fire-fighter elevators in the home, which are designed to provide 
transportation from the street floor to each floor, served by the elevator system.  These 
elevators are equipped with manual recall operation.  A key operated switch for emergency 
recall is located in the elevator lobby on the 2nd floor (recall level) and at the Main entrance of 
Sydenham St.  There is also an in-car emergency service switch in each of these elevators.  
(See Appendix C – Elevator Functions) 
 
The fire fighters elevators are identified with a yellow fire fighters hat symbol on the following 
elevators: 
Sydenham elevator 
Montreal elevator 
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10.7 Fire Hydrants 
Fire hydrants surrounding the home, both on and off the property are located at: 

• The South / West corner of Sydenham St. and Ordnance St. 
• The east side of the Sydenham St. area off of Ordnance St. 

 
10.8 Exits 
If an exit is unavailable for egress due to construction or repairs, temporary exit signs shall 
be installed to clearly identify alternate exits.  
 
After restoration of the normal egress path, ensure that the temporary exit signs are 
removed. 
 
10.9 Inspection/Testing/Maintenance Schedule 
Definitions  
Check: Visual observation to ensure the device or system is in place and is not 
obviously damaged or obstructed 
 
Inspect: Physical examination to determine that the device or system will perform in 
accordance with its intended function. 
 
Test:  Operation of device or system to ensure that it will perform in accordance with 
its intended operation or function 
 
MRD:  Most Responsible Department.  It is the responsibility of the MRD to ensure 
that a qualified person is conducting the inspection/testing/maintenance of any fire system 
component. 
 
OFC:  Ontario Fire Code 
 
PS:   Protection Services 
 
Records of tests and corrective measures taken when necessary will be maintained for a 
minimum of two (2) years. 
 

DESCRIPTION OFC MRD 

Daily 

Exit lights should be checked to ensure that they 
have not been damaged and that they are 
illuminated 

 PS 

Torches, regulators and welding equipment must be 
inspected for defects 

5.17.2.6 Maintenance 

Fire alarm system, AC power lamp and trouble signal 
must be checked 

6.3.2.3 PS 

Voice communication system, AC power lamp and 
signal must be checked 

6.3.2.4 Communications 

Temperature of fire pump rooms must be checked 6.6.3.2 PS 
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Weekly 

Check hoods, filters and ducts in ventilation systems 
subject to the accumulation of combustible deposits 

2.6.1.3 Maintenance 

Check all components for emergency generator 
system and operate the generator set under at least 
50% of the rated load for 30 minutes 

6.7.1.1 Maintenance 

Monthly 

Inspect all doors in fire separations 2.2.3.4 Maintenance 
Emergency lighting systems, batteries, units and 
lamps to be inspected and tested 

2.7.3.3 PS 

Conduct fire alarm drills in day care centres and 
health care facilities 

2.8.3.2 PS 

Test all welding and cutting equipment 5.17.2.6 Maintenance 
Inspect all portable fire extinguishers 6.2.7.2 PS 
Test the building fire alarm system and check all 
components including standby power batteries 

6.3.2.2 PS 

Test the voice communications system 6.3.2.4 Communications 
Test fire fighter phones on rotational basis to ensure 
communication 

6.3.2.4 PS 

Inspect all fire hose cabinets 6.4.2.1 PS 
Every 3 Months 

Test fire fighters’ elevators for proper operation 7.2.2.1 PS 
Every 6 Months 

Inspect fire protection systems for commercial 
cooking equipment 

2.6.1.13 
& 6.8.1.1 

Maintenance 

Check and clean crankcase, breathers, governors 
and linkages on emergency generator sets 

6.7.1.1 Maintenance 

Conduct inspection and maintenance of special 
extinguishing systems 

6.8.1.1 PS 

Annually 

Inspect all fire dampers and fire stop flags 2.2.3.7 Maintenance 
Inspect all chimneys, flues and flue pipes 2.6.1.4 Maintenance 
Test disconnect switches for mechanical air 
conditioning and ventilation systems 

2.6.1.8 Maintenance 

Clean chimney spark arrestors 2.6.3.3 Maintenance 
Carry out maintenance procedures for fire 
extinguishers 

6.2.7.1 PS 

Conduct a complete test of the building fire alarm 
system by qualified personnel 

6.3.2.1 PS 

Conduct a complete test of the building voice 
communication system by qualified personnel 

6.3.2.4 PS 

Test all standpipe hose valves 6.4.2.4 PS 
Remove and re-rack all standpipe hoses 6.4.2.5 PS 
Inspect and lubricate fire department connections 6.5.4.4 PS 
Inspect and flow test all fire hydrants 6.6.5.6 PS 
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Conduct general engine and generator maintenance 
and engine tune-ups for emergency generator sets 

6.7.1.1 Maintenance 

Every 2 Years 

Check valve adjustments and torque heads for 
emergency generator engines 

6.7.1.1 Maintenance 

Every 3 Years 

Clean and service injector nozzles and check valve 
adjustments for emergency generator diesel engines 

6.7.1.1 Maintenance 

Every 5 Years 

Hydrostatic test of carbon dioxide and water type fire 
extinguishers 

6.2.7.1 PS 

Check insulation of generator windings 6.7.1.1 Maintenance 
Every 6 Years 

Replace the extinguishing agent in dry chemical type 
fire extinguishers 

6.2.7.1 PS 

Every 12 Years 

Hydrostatic test of dry chemical  and vaporizing 
liquid type fire extinguishers 

6.2.7.1 PS 
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Appendix A – Response To Providence Manor 
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Appendix B – Emergency Procedure Drill Checklist 
 

The Emergency Procedures Checklist is to be completed following the Code Red / Code 
White drill by the Security & Life Safety representative. 

 

Participant Sign-In 
 

   

   

   

   

 

Reviewed Emergency Code 
 

  Red   White 
 

Site:  

    
Location:   Reported By:   

    
Date:   Time:   

    

Code Red Questions Y N N/A 

Personnel removed from immediate danger?     

Fire alarm activated?    

Who should be called and what number do you dial to notify of the threat?    

Fire confined?    

Area fire equipment exists and unobstructed?     

Personnel accounted for?    

Evacuation routes & assembly points known?    

Other rooms checked and closed?    

Location & use of alarm, extinguishers, EPM, & other emergency equipment 
known? 

   

    

Code White Questions Y N N/A 

Who should be called and what number do you dial to notify of the threat?    

Who are members of the Code White response team?    

Who will notify the Police if their assistance is required?    

Who has authority to call the all clear once the Code White has concluded?    

Who assumes command of a Code White in a public area such as the Cafeteria?    

Who assumes command of a Code White in a patient care area?    

     
General Comments 
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Appendix C – Elevator Functions 
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Appendix D – Sisters’ Residence Fire Safety Plan 
 

Meeting Place – whenever the alarm is sounded: 
1. If the fire is in Providence Care area – meet at the Ordinance Street door INSIDE THE 

SISTERS’ RESIDENCE 
2. If the fire is in the Sisters’ Residence – meet at the Ordinance Street door, as above, 

UNLESS THE FIRE IS ON THE MAIN FLOOR OF THE SISTERS’ RESIDENCE OR THE 
BASEMENT UNDER SISTERS’ RESIDENCE AREA – in which case the place will be the 
exit door to the Providence Care area on the second floor of the Sisters’ Residence 
and proceed to the Providence Care Reception area.  One of the Sisters will be 
assigned to proceed to the Ordinance Street door to meet the fire department and provide 
access. 

3. If the fire is in the Chapel and the sisters are in the residence – meet at the Ordinance 
Street door as above. 

4. If the fire is in the Chapel AND any Sister(s) is/are in the Chapel; 
- Fire is at the back of the Chapel (Providence Care entrance): proceed through the 

sisters’ resident to Ordinance Street door as above. 
- Fire is in the sacristy area: proceed out the back of the Chapel, through 

Providence Care and proceed to the Reception area. 
5. If the fire is in the Chapel and Sister(s) are in the Chapel with a Resident of Providence 

Care, the Sister(s) will assist the Resident in evacuating to the designated safe area. 
(Residents of Providence Care in the Chapel will be the responsibility of 
Providence Care Staff when present) 

 
‘Roll Call’ will be taken at the designated meeting place to confirm all sisters and lay staff 
scheduled to be in residence are safe and accounted for. 
 
Regular Fire Alarm Drills: 
1. The Sisters will schedule monthly fire alarm drills, alternating between daytime, evening 

and night time hours.  The scheduling will include times when the lay staff person is on 
site sot that she too will become familiar with the routine. 

2. The Sisters will schedule a series of ‘EVACUATION’ drills to become familiar with the exit 
route(s) to follow in case of an evacuation. 

 
Order to Evacuate: 
1. The designated ‘EVACUATION POINTS’ are the Level 2 Cafeteria (primary) and the 

Auditorium (secondary) in the Providence Care portion of the building. 
2. Access Cards normally are required to obtain entrance into the Providence Care area.  

When the alarm sounds, all doors are released and open for access. 
3. If required, the housekeeper for the Sisters’ Residence will remain with the Sisters during 

evacuation. 
4. The Sisters will be relocated from the temporary evacuation point to the Motherhouse for 

short term accommodation. 
 
Other Considerations: 
1. At no time will a sister look for the source of the fire alarm.  The fire fighters will 

investigate once they arrive. 
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2. If a sister discovers a fire she will ring the alarm and proceed to the designated meeting 

area. 
3. A sister would only take steps to extinguish a SMALL fire if this could be done with NO 

DANGER to the sister. 
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Appendix E – Contact Information 
 
President & CEO – Cathy Szabo 
 
Work: 
 
Providence Care Hospital 
752 King St. W., 
Kingston, ON 
K7L 4X3 
 
Office – (613) 544-4900 ext. 50000 
Cell – (416) 580-9180 
Fax – (613) 544-6655 

Home: 
 

 
Hospital Fire Marshal – Tom Davis, Manager Security, Life Safety & Access Control 
 
Work: 
 
Kingston Health Sciences Centre 
76 Stuart St., 
Kingston, ON 
K7L 2V7 
 
Office – (613) 544-4900 ext. 50252 
Cell – (613) 530-4848 
Fax – (613) 548-2385 
 

Home: 
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