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 Fire Watch Duties
A fire watch is sometimes needed when there has been a reduction in a facility’s life-safety feature or a potentially hazardous condition exists.  As an example, part of a building’s detection or alarm system may not operate normally due to a malfunction.  Fire watches are sometimes required by local and state regulation.
The express purposes for assigning a person to an area or building as a fire watch are: 
· Notifying the fire department, the building occupants, or both of an emergency, 
· Preventing a fire from occurring, 
· Extinguishing a small fire, if possible, and
· Protecting the public from fire or changes in life-safety conditions.
When a fire watch is determined necessary, the fire watch personnel will be provided a copy of this task outline, available at EHS-Fire Safety website or www.wwu.edu/ehs.
When assigned the duties of a fire watch, the responsible person:

1. Conducts an on-going, roving surveillance of the assigned area, which would include moving between floors in a multi-floor building. 
2. Knows the designated Building Assembly Points and the function of Building Coordinators and Floor Wardens (see Attachments A and B)
3. Wears clothing or badge that identifies them at all times, such as uniform, orange vest, or ID badge with picture.  

4. Immediately sounds the alarm if a fire emergency occurs.  Does this in the following ways:
a) Pulls the nearest pull station, if fire alarm system is functional

OR

Calls 650-3911 (University Police Dispatch) from a safe place 
b) Notifies persons in the immediate area.

3. Initiates evacuation from the building.

4. Uses a fire extinguisher ONLY if trained to on a small fire and able to do so without danger to self or others.  

DOES NOT delay notification or evacuation to fight a fire.

5. Closes doors and windows while leaving, if it can be done safely.
6. Assembles occupants at the Building Assembly Point or in a safe place, upwind, while waiting for emergency responders,
7. Meets the responding University Police vehicle and provides as much pertinent information as possible about the emergency.  
8. Waits outside at the police vehicle or near the responding fire truck to provide assistance. 
How to Use a Portable Fire Extinguisher


Remember the acronym, “P.A.S.S:”
	P
	Pull the pin.  Some extinguishers require releasing a lock latch, pressing a puncture lever or taking another first step

	A
	Aim low. Point the extinguisher nozzle (or its horn or hose) at the base of the flames

	S
	Squeeze the trigger or handle while holding the extinguisher upright.  This releases the extinguishing agent.

	S
	Sweep the extinguisher from side to side.  Keep the extinguisher aimed at the base of the fire and sweep back and forth covering the area of the fire with the extinguishing agent until it appears to be out.

Watch the fire area.  If the fire breaks out again, repeat the process.


Hazards and Precautions for Fighting a Fire with a Portable Extinguisher

Only attempt to fight a fire if:

· Everyone has left or is leaving the building;
· The fire department has been called;
· The fire is confined to a small area, such as a wastebasket size;
· You can keep an exit to your back; and 
· Your extinguisher is the proper size and type for the fire at hand and you know how to use it.

Otherwise depart immediately, and leave the fire for the fire department.
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Attachment
A-Building/Department Assembly Points
Building/Department Assembly Points

	Academic Instructional Center East
	South Campus Oval at Communications Facility

	Academic Instructional  Center West
	South Campus Oval at Communications Facility

	Administrative Services (A)
	Parking area/lawn near building

	Archives
	Walkway near building entrance

	Ohio Street Scene Shop
	Tree in parking lot along fence line

	Arntzen Hall
	Haskell Plaza

	Bond Hall
	Red Square

	Campus Services
	Parking area by main entrance

	Canada House
	Parking area by Performing Arts Center

	Carver Gymnasium
	Walkway between Red Square and Haskell Plaza

	College Hall
	Walkway in front of building

	Commissary
	Parking area near building

	Communication Facility
	South Campus Oval at Communications Facility

	Environmental Studies
	South Campus Oval at Communications Facility

	Fairhaven Administration
	12 A Parking lot

	Fraser Hall
	Red Square

	Haggard Hall
	Red Square

	Humanities
	Red Square

	Miller Hall
	Red Square

	Old Main
	Old Main Green

	Parks Hall
	Haskell Plaza

	Performing Arts Center
	Big red sculpture between VU and PAC

	Single Department Buildings

	Alumni House
	Alumni House lawn

	Art Annex
	Walkway between Red Square and Haskell Plaza

	Biology
	Haskell Plaza

	Bookstore
	Walkway near building entrance by Viking Union

	Birnam Wood Apartments
	To nearest parking area

	Buchanan Towers
	Tennis Court to west

	Chemistry
	Haskell Plaza

	Edens North
	7G parking lot

	Edens Hall
	Old Main Lawn

	Engineering  Technology  (Ross)
	Haskell Plaza

	Fairhaven Residence Halls
	12A Parking lot

	Fine Arts
	Walkway between Red Square and Haskell Plaza

	Higginson Hall
	7G parking lot

	High Street Hall
	Sidewalk in front of building

	Highland Hall
	15R  parking lot north of Commons

	Lakewood
	End of Service Road adjacent to the Boathouse

	Marshalling Yard
	Gravel parking area adjacent to loading dock

	Mathes Hall
	Parking lot 6V to southwest

	Nash Hall
	Parking lot 4R to west

	Physical Plant
	Vacant lot directly across the street from the Physical Plant

	Recycling Center
	Area in front of building

	Ridgeway Alpha
	15R Parking lot  north of Commons

	Ridgeway Beta
	Ridgeway  Tennis Courts

	Ridgeway Commons
	15R Parking lot  north of Commons

	Ridgeway Delta
	Ridgeway  Tennis Courts

	Ridgeway Gamma
	Ridgeway  Tennis Courts

	Ridgeway Kappa
	Ridgeway  Tennis Courts

	Ridgeway Omega
	15R Parking lot  north of Commons

	Ridgeway Sigma
	15R Parking lot  north of Commons

	Science Math & Technology Education
	Green in front of building

	Shannon Point
	Open Area in front of main building

	Steam Plant
	Parking area near building

	Student Recreation Facility
	Walkway and plaza in front of building

	Viking Commons
	Walkway in front of building

	Viking Addition & Union
	Performing  Arts Center Plaza or Garden Street

	Wilson Library
	Red Square


Attachment B-Building Coordinator and Floor Warden Responsibilities
First and foremost, as a volunteer, you should not place yourself in danger.

Building Evacuation:

     Some reasons a building may need to be evacuated: fire, chemical spill, toxic or 

      explosive gases, violent behavior, a bomb threat.

Special considerations for evacuation:

     Be familiar with special hazards in your area

     Be familiar with equipment to assist persons with disabilities, such as EvacuTrac

Fire alarm pull stations:

     Located near most building exit doors

     Activate by pulling small tab

Fire alarm systems:

     All fire alarm systems designed to notify persons to evacuate

    Most have tone, visual, and voice messaging for evacuation instructions, others are 

     alarm only.

Department Emergency Plan:

    Review your Dept. Emergency Plan

Floor Warden:

     Help ensure safe building evacuation
 and communication of emergency information 
       persons evacuating the building.

     Keep track of information about injured persons, known missing persons, persons

       remaining in building.

Building Coordinator:

     Collect information from Floor Wardens outside the building

Building Evacuation-Floor Wardens:

     During an emergency: Put orange vest on

                                          Evacuate occupants in their area

                                          Direct occupants to exits
                                          Make sure hazardous equipment is shut off

                                          Close doors

                                          Make sure no one is left behind

                                          If someone refuses to leave, make note of their location and 

                                                  provide that information to the Building Coordinator

                                          Do not put yourself in harm’s way, if you feel you need to 
                                                  evacuate without evacuating others, you may do so

                                          If someone has trouble evacuating, help them to an

                                                  evacuation assistance location or area of refuge, usually

                                                  located in an enclosed stairwell

                                          Once outside, report to the Building Coordinator with any info.

                                          Assist Building Coordinator as needed.

                                          Keep people away from the building

                                          When police, fire or Building Coordinator give the all clear, 

                                                   tell all persons all around the building they may re-enter

                                           Emergency responders may silence the fire alarm while 

                                                   investigating, this is not the all-clear signal. Keep 

                                                   persons from entering the building until the all-clear is 

                                                   received

Building Evacuation-Building Coordinators:

During an emergency:      Put on red vest

                                         Grab notepad, pen, Building Plan

                                         Exit the building

                                         Go outside to the Building or Department Assembly Point

                                         Take information from Floor Wardens on injured persons, 

                                                   known missing persons, and persons remaining in bldg.

                                         Seek out and provide information to first responders

 If a stairway is full of smoke, go to another. If there is smoke in the hall, stay low, 

        cover you mouth with a damp cloth, stay close to and use the wall as a guide to 
        stairwell.

Major Disaster Assembly Areas:

     Assist persons to get to these areas:

        Old Main Lawn

        South Campus Oval

        Tennis Courts

     Basic first aid and directions will be provided in these areas during major disasters.

     Persons in blue vests will come to pick up Major Disaster Status forms from Bldg.

         Coordinators and take them to the Emergency Operations Center.
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