
INSTRUCTIONS TO OCCUPANTS ON FIRE PROCEDURES 
 
In the event of discovering a fire, you must: 

 Leave the fire area, take your key 

 Close all doors behind you 

 Activate the fire alarm using the nearest pull station 

 Telephone the fire department or dial 911.  Never assume that this has been done.  Know and give the correct 
address and location of the fire in the building. 

 Use the exit stairwells to leave the building immediately 

 Do not use the elevators 

 Do not return until it is declared safe to do by a fire official 
 
If you are in a suite and a fire alarm is heard: 

 Feel the door and door knob for heat before opening the door.  If not hot, brace yourself against the door and open 
slightly.  If you feel air pressure or a hot draft, close the door quickly. 

 If you find no fire or smoke in the corridor, take your unit key, close the door behind you, and leave by the nearest 
exit stairwell. 

 If you encounter smoke in the corridor or stairwell, consider taking the corridor at the other side of the building 
where another stairwell may be clear, or return to your suite. 

 
If you cannot leave your suite, or have returned to it because of fire or heavy smoke, remain in your suite and: 

 Close the door 

 Unlock the door for possible entry by firefighters 

 Dial 911 and tell the fire department where you are, then signal to firefighters by waving a sheet 

 Seal all cracks where smoke can get in by using wet towels or sheets.  To deal with mail slots, transoms and central air 
conditioning outlets, a roll of wide strong masking tape is useful. 

 Crouch low to the floor if smoke enters the room 

 Move to the balcony or most protected room, and partially open the window for air.  Close the window if smoke 
comes in. 

 Wait to be rescued.  Remain calm.  Do not panic or jump. 

 Listen for the instructions or information which may be given by authorized personnel, or over loudspeaker. 
 

FIRE EXTINGUISHMENT, CONTROL OR CONFINEMENT 
 
In the event a small fire cannot be extinguished with the use of a portable fire extinguisher, or the smoke presents a hazard to 
the operation, then the door to the area should be closed to confine and contain the fire.  Leave the fire area, ensure the fire 
department has been notified and wait for the fire department. 
 

FIRE HAZARDS 
 
In order to avoid fire hazards in the building, occupants are advised to: 

 Not put burning materials such as cigarettes and ashes into garbage chutes 

 Not dispose of flammable liquids or aerosol cans in these chutes 

 Never force cartons, coat hangers, bundles or paper into the chute because it may become blocked 

 Avoid unsafe cooking practices, such as: deep fat frying, too much heat, unattended stove, loosely  hanging sleeves 

 Not use unsafe electrical appliances, frayed extension cords, overloaded outlets, or lamp wire for permanent wiring 

 Avoid careless smoking:  use ashtrays; never smoke in bed 

 Not leave articles such as shoes, rubbers, mats, etc. in the building hallways, corridors and stairways. 
 
In general, Occupants are advised to: 

 Know where the alarm pull stations and exits are located 

 Call your local fire department or dial 911 immediately should you need assistance 

 Know the correct building address 
 


