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Abstract

Utilization of existing facilities for activities that were not originally anticipated in their design is
becoming more prevalent as a means of optimizing resources avatlable to local communities.
When major events are scheduled to be held in any location throughout Nova Scotia there may be
a need for a mumber of schools to be used to provide temporary sleeping accommodation for the
peaple attending the event.

Assessment of the temporary use should be carried out under provisions of Article 2.1.2.2. of the
National Fire Code of Canada 1995.

This guideline is intended to assist school boards, the organizing committee, and fire officials in
ihe assessment of facilities to provide temporary slesping accommodation and sets ont criteria to
use in ensuring that safeguards are in place and fire safety responsibilities are established.

1.0 Scope

This guideline has been established to aid school board officials, event organizers and fire officials
in the assessment of school facilities for temporary sleeping accommodation. Since sleeping
accomrnodation is not normally considered i the design of schools Article 2.1.2.2. of the
National Fire Code of Canada would be applicable io the temporary use.

Article 2.1.2.2. of the Fire Code states:
“Activities that create a hazard and that are not allowed for in the original design shall not be
carried out in a building unless approved provisions are made to control the hazard”

The Article prohibits an owner from using their facility for a purpose other than for which it was
designed without first obtaining approval from the authority having jurisdiction, this bemng the
Office of The Fire Marshal or their authorized representative . Further, the Article provides the
authority for the Fire Official to approve the use of schools and other designated facilities for
temporary use such as sleeping accommodation. Prior to granting approval, the Fire Official must
be satisfied that appropriate measures are taken in the form of fire safety systems and procedures
1o provide an adequate level of life safety for the occupants who may be in the facility at the time.

The guideline provides criteria that should be considered in determining the suitability and
approval of the facility for sleeping accommodation, including the installation of fire safety
devices and establishment of fire safety procedures for school board personnel. volunteers, ete.
there are some minimum requirements that must be provided in the facility before consideration
can be contemplated and these are identified in Part A on the School Designation Form { see
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Appendix C)

2.0 Submission For Approvai

The submission for approval must be made 1o the Office of The Fire Marshal or their authorizes
representative. It is the owner’s responsibility { in this case the school board) to ensure that the
submission contains sufficient information for the Fire Official 10 make a decision. It is also
important to note that it s the owner’s responsibility to comply with al the conditions of the
approval.

Prior to making the submission, it is important that the school board meet with the local fire
officials to determine any additional requirements that may be necessary for the application.

The submission for approval for temporary use should include the following:

Covering letter identifying the facility;
Fire safety responsibilities and procedures;
Floor plans;

Guest (tenant) information sheet; and
School designation form.

Each of these items s covered in more detail in the following sections,

3.0 School Board Submission Cover Letter

The cover letter must be prepared by the school board identifying the reason for the apphcation,
the period of time for the temporary use, the accompanying documentation. and confirmation that
the information provided has been reviewed by the appropriate sentor staff member.

For your convenience, a draft letter is attached in Appendix A .

4.0 Fire Safety Procedures

In order to ensure adequate on site response to a fire emergency that may occur in the facility
during the temporary use, sufficient human resources must be present in each location. These
persons should include the school custodian, at Jeast two supervisory personnel from the host
organization and a guest from each sleeping area to act as fire warden for their area. Where a
single sleeping area. such as a gymnasium, has an occupant Joad greater than 50 persons, there
must be at least one fire warden for each 50 guests,

On the first day of occupancy, fire wardens must be selected and an initial meeting held with the
school custodian, supervisory staff and fire wardens. The duties for these individuals must be
discussed and a full fire drill held, with all occupants participating. The school custodian,
supervisory staff and fire wardens must be familiar with the means to manuaily activate the fire
alarm system. During the fire drill, the occupants should become familiar with their evacuation
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routes and understand where they are to meet once outside.

Duties and responsibilities for these persons must include the details identified in subsections
4.1 to 4.3 in this guideline.

4.1 School Custodian
The custodian must be on duty at all times that the building is occupied and be familiar with the

school and its emergency equipment and systems.

Regular daily duties:

. check fire alarm system for operation

. check egress routes and exits to ensure that they are available for use and not obstructed
. check that exit hights are luminated while the building is occupied

. check that smoke alarms and carbon monoxide alarms are in place and functional

. check that aceess routes are kept clear

. colleet and remove refuse from the building

Emergency duties in event of fire or alarm:

. activate the fire alarm

. call fire department

. provide access to public address system if necessary

. meet emergency responders and supervisory staff at main entrance

4.2 Supervisory Staff
The supervisory stafl must be readily wdentifiable to both the occupants of the facility and. in the
case of an emergency, 10 the responding fire department. 1t is recommended that the supervisory
staff wear a reflective vest,

Regular duties:
. ensure that fire wardens arc appointed and on duty
. conduct a fire waich patrol throughout the facility once per hour io include:
1. Check egress routes and exits to ensure that they are available for use and not
obstructed.
2 Check to ensure that there is no smoking
3. Check to ensure that there are no open flames (candles)
4, Check that doors to rooms not in use are kept closed
. conduct patro! of the exterior to ensure appropriate site security
. meel once per evening with the fire wardens and custodian prior to securing school



Emergency duties in the event of fire or alarm

. activate the fire alarm

. ensure that evacuation has started and meet custodian and emergency respenders at main
entrance

. report to emergency responders of any persons that may still be in the building

43 Fire Wardens

Regular daily duties:

. assign a helper to any person who may need assistance to evacuale

. take evening roll call

. ensure means of egress from sleeping arca kept clear

. be aware of fire evacuation procedures

- report any fire hazards to supervisory staff

. ensure that there is no smoking or open flames present

. meet once per evening with the supervisory staff and custodian prior to securing school

Emergency duties:

. assist in evacuation of assigned sleeping area to outside collection area

. close door to sleeping area after room cleared

. check evening roster and inform supervisory staff of any person not accounted for
. inform supervisory staff of any person who may still be in the building

. designated fire warded - check washroom/ change room for any persons

5.0  Site and foor Plans

Site and floor plans of the facility must be prepared and submitted with the application. The plans
must indicate the rooms and areas where sleeping will take place and the egress routes intended
for use by the occupants. A safe outside assembly area must be identified on the site plan for the
guests to gather in the event of an emergency evacuation.

A copy of the evacuation routes showing the cxits from the building must be posted in cach
sleeping room.

6.0 Fire Emergency Procedures

A guest information sheet must be prepared for distribution to each guest at check - in. providing
mformation on the emergency procedures and fire precautions. 1n addition, a copy of the
information sheet must be posted in each sleeping room.

A sample information sheet is attached in Appendix B. The sheet must be available in the
appropriate languages as may be necessary for each facility.



7.0  School Designation Form

The school designation form should be completed and accompany the application. This form wilj
identify the facility. provide the name of the contact person for the school board. indicate that the
minimum requirements for use have been met and establish the occupant load for the facility.

A copy of the form is attached in Appendix C .

8.0 Fire Protection Equipment

Approved single statton smoke alarms must be provided in each sleeping area. In large sleeping
areas, such as a gymnasium, where the ceiling height may be such that it would reduce the
effectiveness of the smoke alarms, the smoke alarm may be oniitted. In these cases a smoke alarm
is required in the corridor leading to the gymnasiurn where the corridor is not already equipped
with smoke detectors connected to the fire alarm system.

Approved carbon monoxide detectors must be provided in rooms and corridors beside service
roams containing fuel - fired appliances and in the room directly above the service rooms.

These devices may be battery operated.

In the event that a smoke alarm or carbon monoxide detector activates. the fire alarm emergency
procedures must be mjtiated.



Appendix A

School Board Submission Cover Letter

Schoot Board Letterhead

Sample Only

Office of the Fire Marshal

Re:  School Name
School Address
Temporary use for Sleeping Accommodation
Dates

On behalf of the { school board} , we are submitting an application to permit temporary use of 'Eh{:
above noted school for sleeping accommodation {or the period from To

Accompanying this apphication, please find attached fire safety procedures for designated persons.
site plan, floor plans indicating the proposed sleeping areas in the school, the fire safety
procedures for guests and the school designation form.

The school board will comply with the Fire Safety Procedures identified in section 4 of
the “Use of Schools for Sleeping Accommodation Cuideline™

All of the information has been prepared and reviewed for accuracy by:

Name:
Position:

Yours Truly,



Appendix B

Fire Emergency Procedures

Upon Discovery of Fire

. Leave the fire area immediately and assist anyone in immediate danger to evacuate.

s Close all doars behind vou to confine the fire.

. Activate the fire alarm and alert other staff (fire warden, supervisory siaff. custodian).
. Use closest safe exit or exit stairwell to leave the building.

. Proceed to designated outside assembly area..

Upon Heardne Fire Alarm

. Follow any instructions that may be given by the fire warden.
. Leave the building immediately.

. Close all doors behind you to confine the fire.

. Use closest safe exit or exit stairwell to leave the building.

. Proceed to designated outside assembly area.

Note:

. Do not use the elevators,

. Do not re-enter the building

Fire Safety Precautions

J Any garbage or refuse is to be deposited into the proper receptacle.
. Open flames ( candles } and cooking appliances are prohibited.
. No smoking within the school or on school property.



Appendix C

School Designation Form

Temporary Lse of Schools for Steeping Accommodation

School Name: School Board (S.1.)

Address: 5.8, contact person

Phone #'s

A Minimum requiremoents Ycs Yes

Mechanical! Natural ventifation e Fire Safety Procedures i

Carbon Monoxide detectors provided
i rooms and corridors adiacent

L service Tooms contatning fuek-fired
appiiances

Fire Alarm System

Batiery operated smoke alurms

in classrooms vsed for sleeping

And corridors providing acoess o gyms

81 Spricklered schools B2 Vasprinklered schovs | B3 {insprinklered schools |

Maximuam 30m (100 11 travel distance to an exit
Protected exits
{Min, 30 minute fire resistunce rating)

Maximum 45m {E581t.} iravel disiance fu an ¢xit Mazimum J0m (L00ftyiravel distagee 16 an eait

Unprotected exils

#of rooms L Net area {oecupancy Hmited (o 1% starey anly)

4 of ropms * Mot area

(Harardous tizssrooms exclivded) occapant foad
based oo 4.6 m 2 (SUsq. 0t} per peeson
GCCUPANT LUAD BASED ON SAFETY

FEATURES =
Note:
* Nei area = clear floor space maximum ¥5
persens per room with only ape means of zgress.
Only rooms withia the rave! mit (o be nsed for

{Ftazardous classtowms excinded} occapant Jiad
hased on 4.6 m 2 (50sy.ft) per persos
GUCUPANT LOAD BASED ON SAFETY
FEATURES = i
* Netarea = clear floor space maximum 15
persons per room with osly 0ne mesny of epress,
Onby rooms within the fTaved limit to be used fur

Folrvoms __ * Netarez o
{Hazardous classrvoms exciuded} nocupunt load
tigsed on 4.6 w1 2 (S0 per perscon
QUCUPANT LOAD BASED ON SAFETY
FEATHRES =

Noe:

* Mt area = clear floor space mazimom 15
persoas per oot with only ope mcaas of egress

sleeping. sheeprng, Craly roeans within the trayel it o be used for

siteping.

= e e e

C. Washrooms including urinais - number of persons of each sex
00 persons S water closets + 2 lavatories - 1 per 2 water closets Total W.C, =

Over 100 persons 6 water closets + 1 per increment of 30

Lavatories - 1 per 2 water closets Total W.C. =
Occupaant load =
Total occupant load { lesser of B1, B2, B3. or C ) =

Prepared by Signature: Date:




Process for designation of schools used for sleeping accommodation

]

Assigned technical statt of the school board shall complete the “designation™ form

The package of the forms and schematic plans for designated schools shatl be accompanied by a letter from the schoo! board
official confirming accuracy of the information and acceptance of the operating conditions.

Designation forms and schematic plans indicating sleeping rooms shali be filed with the fire deparrment.

Operating Conditions

i

2.

Ay

Equipment and furniture - may be stored off-site - stored in unoccupied rooms {maximum 2 tier stacking) or - remain in

accupied room along the sides.

Portables are not to be used for sleeping accommadation,

Access prohibited to kitchens, cooking appliances and hazardous classrooms.

A minimum of two (2 trained supervisors per school.

Assignment of one fire warden per classroom.

Assignment of one fire warden for every 50 occupants in gymnasium,

A fire drill shal! be held on the first day.

Trained supervisors shall have pertinent information such as emerpency numbers and a telephone (cell or hardwired)

A caretaker designated by the school board shall be present in the school during operating hours,

. Exits and emergency lighting shall be maintained and operational during occupancy.
. Lighting shall be provided in the access to exit routes.

. Datly watk through by caretaker to easure compliance with fire code requirements:

exit lights illuminated while the building is oceupied
smoke alarms and carbon monoxide detectors are functional
fire alarm system is operational and fimetional

cgress routes and exits are kept free of obstructions.

. Schematic plans of the site identifying sleeping rooms Lo be kept on site and accessible.
. Refuse shall be collected and removed from the building daily.

. Open flames ( candles ) and cooking appliances are prohibited.

. No smoking within the school or on the school property.

. Access to the P A. by the caretaker.

. Fire access routes shall be kept clear.
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