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I PURPOSE:

The purpose of this policy is to ensure the safety of all staff and visitors of Township Hall in
the event of fire or severe weather.

Il POLICY STATEMENT:
It is the policy of the Charter Township of Northville to follow the procedures outlined in this
directive in the event of fire or severe weather.

M. SCOPE:
All staff, visitors and contractors on site, in & around the premises of Township Hall are
subject to this policy.

Iv. DEFINITIONS:

A. Area of Refuge — A specified room, area or stairway, which has been designed to
withstand the passage of smoke or fire for a required time period.

B. Evacuation Diagram — A pictorial drawing of the building layout, showing the closest
evacuation route from any point in the building.

C. Fire Alarm Pull Station — A device, normally placed at or near the exits, that when
activated will sound a general alarm throughout the building. This alarm signifies that all
occupants must leave the building via the most direct and safe route.

D. Fire Evacuation Plan — A written plan, specific to the facility which provides guidelines and
requirements for the safe evacuation of all occupants and reporting of an emergency
situation.

E. Fire-Related Emergency — Any unusual situation which may cause an immediate fire or
the hazardous products of fire, which in turn will create an unsafe environment. Such
examples of a fire emergency are:

1. The smell of smoke; regardless of how small an amount.

2. The sight of smoke; regardless of how small an amount.

3. The smell of gas or other hazardous chemical.

4. Electrical equipment which is sparking.

5. A fire, REGARDLESS OF HOW SMALL, EVEN IF IT HAS ALREADY BEEN EXTINGUISHED.
Severe Thunderstorm Watch — Severe thunderstorms are possible in the area.

. Severe Thunderstorm Warning — Severe thunderstorms are occurring in the area.
Tornado Watch — Tornadoes are possible in the area. Remain alert for approaching
storms.

l.  Tornado Warning — A fornado has been sighted or indicated by weather radar. If a

tornado warning is issued for the area and the sky becomes threatening, move to the pre-
designated place of safety.
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PROCEDURES:

Each facility shall have a written response plan. This plan will be available to all staff and
employees. The plan shall define the procedures to take in an emergency. NOTE: When in
doubt of our safety or the safety of others, evacuate and report the emergency.

A. General Procedures
1. All situations which may cause a fire will be considered an emergency.
2. A method of remembering the procedure of responding to a fire is the use of the
acronym R.A.C.E.
i. RESCUE people from the immediate area if frained and safe to do so.
i. ALARM Pull the fire alarm (if available), alert all people in the immediate areq,
and dial 9-1-1.
ii. CONTAIN. Close all doors to contain the fire & smoke.
iv. EXTINGUISH small fires. DO NOT ATTEMPT TO EXTINGUISH LARGE FIRES. Evacuate
the building/area.
3. Evacuation may be necessary due to other hazardous environments including a
chemical or gas leak.

B. Evacuation Protocol

1. Assist the Fire Department as requested.

2. DO NOT USE ELEVATORS to evacuate unless directed by the Fire Department.

3. Become familiar with your area-specific fire evacuation plan. Know two ways out,
when possible, of every room/area of the building.

4. All public rooms should have a fire evacuation plan posted.

5. Personnel requiring special assistance, during an evacuation should be evacuated
to the nearest stairwell (area of refuge) if they cannot exit the building. Report the
exact location to 9-1-1 for fire department assisted evacuation. (Example: Stairwell,
Level 1)

C. Evacuation Gathering Points
Upon evacuating the building, employees should not assemble in the parking lot, or
near the building. Gathering points for all Township staff, visitors and contractors shalll
be:

1. Fire Evacuation Area
i. Northeast corner of Sheldon & 6 Mile Roads/Friendship Garden.
i. An"All Clear” shall be determined by the fire department.

2. Tornado Shelter Area
i. Basement - stair well, hallway and public restrooms.
ii. Resting areas shall be along the outside cement walls, sitting facing out with
head between your legs and hands draped over the back of your head.
ii. An "All Clear” shall be determined by the Manager, or his/her designee, when
an all clear is received from dispatch and/or the National Weather Service.
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IX.

D. Accountability
Department Heads are responsible for taking a head count at the specified evacuation
gathering points and making sure all employees are accounted for. The Department
Heads are responsible to report to the Fire Department Incident Commander of their
departments’ status. A report of:

1. All staff, visitors & contractors are accounted for.
2. Staff, visitor and/or contractor is absent and reported in the building.

E. Safety Points of Awareness in the Building
1. Building exits
2. Location of stairwells
3. Location & operation of the elevator
4. Attendance of the public in any public areas/rooms.

F. Additional Procedures

1. When the building has been evacuated, no one will be allowed to re-enter the
building until directed by the responding emergency personnel.

2. Shut down or secure any critical equipment, cash drawers, high value items, etfc,
ONLY in cases where time & safety permits.

3. DO NOT spend time collecting papers or personal items or wait for others who are
doing so.

4. Staff, visitors and/or contractors will not be allowed to go back into the building
once it has been evacuated.

G. After-Action Review
1. After the initial drill or emergency event, a report [1.1.004A Emergency Drill Reporting
Form] must be filled out by the [designated person in charge] within a 24 hour time
period.

FORMS:
1.1.004A Emergency Reporting Form

RESPONSIBILITIES:
It will be the responsibility of the Township Manager and the Human Resources Director to
ensure that all employees & visitors at Township Hall are notified of an emergency situation.

ENFORCEMENT:
Potential repercussions for violating the policy.

RELATED INFORMATION:
Related policies, websites, and documents that provide supplemental information to the
policy. Evacuation maps.
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