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Process:  Fire & Emergency Safety Plan  
Approved By: Safety and Security 

Manager 

Process Number:  7200 - 115 Approved Date: 8/2018 

Department: Safety & Security Last Updated:  08/08/18  

PURPOSE:  To establish an effective and safe Emergency Protection Plan and rehearsed Fire 

Emergency Plan 

PROCESS:  

A. FIRE AND OTHER EMERGENCIES  

  

The Fire and Emergency Safety Program is designed to educate all students, staff, and 

faculty on Southern College of Optometry’s Fire Emergency Plan. It is important to know 

that fires will not be fought by any employee, faculty member or student. If there is a fire, 

it is important to simply call 911 or pull a fire alarm immediately, evacuate the building, 

and alert Security as soon as possible. This action can be done by using a desk phone, 

wall phone, or personal cellular device.   

 

Fire and emergency type situations can cause panic. Panic derives from fear, fear of 

injury, fire, extreme heat and smoke. One major concerns of a fire is smoke. Smoke tends 

to take away oxygen in the air making it very dangerous. It can also distort vision and 

propose other dangers.  

 

Floor monitors as well as Security Officers are expected to be adequately trained in an 

evacuation and/or emergency type situation.  

 

It is important for everyone to remain calm and listen to the floor monitors and Security. 

The floor monitors will verify that there is no one left on their assigned floor, and 

evacuate the building immediately using the nearest emergency exit.  

 

Everyone is expected not to use the elevators during an evacuation but will use the 

stairwells leading to the nearest possible emergency exit. Floor monitors will report to the 

Security the number of people that may have physical limitations that are positioned in 

the stairwell as well as informing them which floor they are located. Those individuals 

are encouraged to remain in place in the fire retardant stairwell and wait for assistance 

from the Fire Department.  

 

After the floor monitor notify Security concerning people in stairwell, it will be the 

responsibility of the Fire Department to retrieve anyone left in the building. 

 

In order to successfully evacuate a building safely and efficiently, a practice fire drill(s) 

must be conducted annually. 
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Emergency Fire Plan procedures: 

1. Call: Notify the Fire Department by calling 911 or pulling a fire alarm station which is 

located on each floor. Notify Security immediately. Security will immediately notify the 

Security Manager and Physical Plant Director.  Be ready to provide the location of the 

fire, what’s burning, the size of the fire, what floor number, room number, was the room 

or space occupied, number of occupants or if vacant. 

2. Evacuate: Remain calm and safely evacuate using the stairwells and exiting through 

the nearest emergency exit.  It’s important for floor monitors to direct people through the 

emergency exits and not through the front and back doors because the emergency 

response teams will most likely enter through the front and back doors. Please note the 

emergency exits on the fire maps. 

3. Confine: Confining the fire prevents it from spreading. As you depart an area, please 

ensure that you close any doors if possible without putting yourself in danger and 

evacuate. 

 

4. Fighting the fire: No one will fight fires. Security will be notified, the fire will be 

reported, and evacuate. 

 

 

 

B. DURING THE EVACUATION  

             

Action: 

 

A. Security will. 

 

1. Retrieve the Red Fire Evacuation notebook binders and distribute to the 

Physical Plant and Security Managers. 
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2. Maintain control of everyone by ensuring they remain calm and directing 

them to the designated outdoor meeting areas. 

3. The Post 8 Security Officer will retrieve and keep in their possession the 

Security cellular device.  

 

B. Physical Plant will assume their positions 

 

1. Will ensure that all electrical circuits are turned off as required or as directed by 

the fire fighters. 

 

C. Re-entering of any building will be discouraged until the “All Clear” has been given.  

The fire department will notify Security as well as Management after the emergency 

has concluded. 


