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FIRE SAFETY PLAN 

 
 
Name of Business:  St. Paul’s United Church    

Address:  65 Kings Crescent, Ajax, ON      

Postal Code: L1S 2M4 Phone No: (905) 683-4740 Email: office@stpaulsajax.org 

1.0  AUDIT OF HUMAN RESOURCES 
 
Business Owner/Operator:  

Trustees of Congregation of St. Paul’s United Church  

Address:  65 Kings Crescent, Ajax, ON 

Postal Code:  L1S 2M4  Phone No: (905) 683-4740 

 

The following persons have been delegated with Supervisory responsibilities for fire safety of 

the occupants of this building: 

 

The following people are to be contacted in sequence in the event of an Emergency: 

Supervisory Staff Title Home Phone 

i. Dave Eagleson 
 

Trustee 647-378-2262 

ii. Stuart McLean Chair of Council 905-619-2079 

iii. Linda Westendorp 
 

Council Member  905-683-7670 

 

This official document is to be kept readily available on site in the building, at all times 

for use by supervisory staff and the fire department in the event of an emergency. 
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2.0  REASONS FOR EVACUATION  
 

A building evacuation may be necessary for a variety of reasons: fire, power failure, bomb 

threat, hazardous spill, structural damage, natural causes (i.e. earthquake), or flooding. An 

evacuation will be initiated by an alarm, by administrative decision or by the emergency 

official in charge of the incident. If an alarm sounds, everyone must leave the building; 

volunteer Fire and Evacuation Wardens will assist in the evacuation. 

 
Please Note: 

The Lift will not be used as a means of evacuating the building. 

3.0  DESCRIPTION OF THE BUILDING 
 

Building Name:   St. Paul’s United Church 

Address:   65 Kings Crescent, Ajax, ON, L1S 2M4.  

The closest major intersection is Harwood Avenue South and Bayly 

Street East. 

Property Type: Assembly occupancy 

Building Height: 2 storey design with useable basement space 

No. of Rooms: 25 

Occupancy: 

Location Name Max. Occupancy 
2nd floor Fellowship Room 67 (tables and chairs) 

100 (no fixed seating) 

1st Floor Sanctuary 216 (pews) 

1st Floor  Choir Loft 42 (pews) 

1st Floor Holding Tank/Room 1 61 (tables and chairs) 

91 (no fixed seating) 

Basement Gathering Place/Room 1 144 (tables and chairs) 

216 (no fixed seating) 

Basement Room 2 60 (tables and chairs) 

90 (no fixed seating) 



 

 Page 6                                                                                                                                 January 2026 

 

4.0 AUDIT OF BUILDING RESOURCES 

4.1 FIRE ALARM SYSTEM 
 

4.1.1 Type: Single Stage Mircom FA 101T Fire alarm system.  

  

4.1.2 Activated by: Actuation of the heat detectors and smoke detectors or manual 

pull station will cause a general alarm to sound throughout the building.   

 

4.1.3 Manual Pull Stations (MPS): All eight (8) manual pull stations (MPS) are of 

the single action type and are installed adjacent to designated exits: 

2nd floor – adjacent to North stairs;  

2nd floor – adjacent to South stairs;  

1st floor – Northwest corridor;  

1st floor – South exit driveway;  

1st floor – Sanctuary – main doors;  

Basement – Northwest stairs;  

Basement – Corridor next to South stairs;  

Basement – room 1 – Northeast wall. 

 

4.1.4 Location of fire alarm control panel (FACP): The FACP is located in the 

storage room in the basement.  A remote trouble indicator is installed on the 

main panel. This alarm system is monitored by Telus Home Security (1-800-

653-9111).  

 
4.1.5 Heat detectors: One (1) fixed temperature heat detector (set to operate at 135 

degrees Fahrenheit or 57.2 Celsius) has been installed.  A combination of 

thirty-three (33) fixed temperature and rate of rise heat detectors have been 

installed throughout the building:  

 

2nd floor = 6;  

1st floor = 9; 

Basement = 18.    
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4.1.6 Smoke detectors: There are five (5) electrically operated smoke detectors 

installed in the building:  

2nd floor = 1 (south stairs);  

2nd floor = 1 (north stairs);  

1st floor = 3 (Sanctuary). 

 

4.1.6 Sounding devices: Four (4) Edwards Durobel (Cat. 439-6AWCD) bells are 

installed throughout the building: 

2nd floor – Fellowship room – east wall;  

1st floor – Holding Tank/Room 1 – northeast wall;  

Basement – north stairway;  

Basement – Gathering Place/Room 1 – northwest wall. 

 

4.1.7 Standby power supply: The fire alarm system has standby power supply 

(batteries). The emergency exit signs are battery powered. 

4.2 EMERGENCY LIGHTING: LOCATION OF LAMPS AND BATTERY PACKS 
 

4.2.1 There are fifteen (15) Lumacell (Model RGS36 RE1) 6 Volts, 36-watt battery 

powered emergency lights installed in specific locations of the building, to 

provide 30 minutes of lighting to all remote lamp heads and illuminated exit 

signs.  The battery control unit is located above each exit sign. 

 

4.2.2 Lumacell 9W sealed beam lamp heads are installed throughout the building 

(Refer to individual floor plans for exact location).   

4.3 FIRE DEPARTMENT ACCESS 
.  

This building is accessible by the Fire Department from Kings Crescent through 

the doorways located on the east, west and south sides of the building.  There 

are two (2) driveways located on the north and south side of the property 

leading to the main parking areas located on the west side of the building. 

(Refer to the 1st floor site plan). 
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4.4 FIRE HYDRANTS 
 

The closest municipal fire hydrant is located on the southeast corner of the 

Kings Crescent and Forest Road directly across the south exit driveway.  There 

is an additional municipal fire hydrant located at the north of the church on 

Kings Crescent at the corner of Forest Road. 

4.5 NATURAL GAS SHUT OFF  
 

The natural gas shut off is located on the exterior of the south wall – southwest 

side of the building. 

4.6 ELECTRICAL SHUT OFF 
 

The electrical shut off is located on the north wall of the Furnace Room located 

in the basement of the building.  The emergency exit signs and the fire alarm 

are battery powered. 

5.0 PORTABLE FIRE EXTINGUISHERS 

There are seven (7) portable fire extinguishers installed for use in the building: 

Classification Location 

5 lbs Dry Chemical - WBDL – ABC 310LV 2nd floor NW Corridor  

5 lbs Dry Chemical - WBDL – ABC 310LV 1st Floor Holding Tank/Room 1 – NE 

Wall 

5 lbs Dry Chemical - WBDL – ABC 310LV 1st Floor – Narthex – NE Wall 

2.5 lbs Dry Chemical - WBDL – ABC 110 1st Floor – Choir Loft (Next to Pulpit)  

5 lbs Dry Chemical - WBDL – ABC 050W Kitchen – Basement – NW Side 

5 lbs Dry Chemical - WBDL – ABC 310LV Basement Corridor – South side  

5 lbs Dry Chemical - WBDL – ABC 310LV Basement – Exit adjacent to stage   
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6.0 EXITS FOR OCCUPANTS 
 

 This facility is served by three (3) exits.   
 

East (Door #1) - (Main exit - {Emergency personnel entrance}) – Double exit doors 

leading to the front of the building.  

South (Door #2) - Single door leading into the driveway 

West (Door #3) - Double exit doors leading into the parking lot. 

7.0 IN CASE OF FIRE 
 

The fire alarm system is activated to alert the other occupants of a fire emergency 

which will then execute the approved Fire Safety Plan.  Ajax Fire and Emergency 

Services (AFES) is to be notified by telephoning 911 and providing them with the 

correct address (65 Kings Crescent, Ajax), the nature of the emergency and the 

caller’s name. 

8.0 OWNER’S RESPONSIBILITIES   
 

The Owner has numerous responsibilities related to fire safety and must ensure that    
the following measures are incorporated in the Fire Safety Plan: 

 
I. Establishment of emergency procedures 

 
II. Appointment and organization of designated supervisory staff to carry out fire 

safety duties 
 

III. Instruction of supervisory staff and other occupants so that they are aware of 
their responsibilities for fire safety 

 
IV. Holding of fire drills 

 
V. Control of fire hazards in the building 

 
VI. Provisions of alternate measures for safety of occupants during shutdown of 

fire protection equipment 
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8.0 OWNER’S RESPONSIBILITIES (cont’d) 
 

VII. Assuring those checks, tests and inspections, as required by the Ontario Fire 
Code, are completed on schedule and that records are retained for a minimum 
period of two (2) years 
 

VIII. A copy of the fire emergency procedures and other duties for supervisory staff, 
as laid out in the Fire Safety Plan, shall be kept on the premises 
 

IX. All supervisory staff shall receive a copy of the approved Fire Safety Plan 
 

X. Notification to the Chief Fire Official regarding changes in the Fire Safety Plan 
 

XI. Be in complete charge of the approved Fire Safety Plan and the specific 
responsibilities of the personnel 
 

XII. Designate and train sufficient assistants to act in this position 
 

XIII. Educate and train all personnel in the use of the existing fire safety equipment 
and in the actions to be taken under the approved Fire Safety Plan 
 

XIV. Survey the building to determine if exits are available from each area 
 

XV. Prepare and post in each area, an emergency procedure for use by the 
occupants for each exit (primary and secondary) in case of an evacuation 
 

XVI. Review the Fire Safety Plan as often as necessary, but at intervals not 
greater than twelve (12) months to consider any changes in the building 

 

8.1 IN THE EVENT OF FIRE: 
 

I. Notify Ajax Fire and Emergency Services of the emergency condition (dial 
911) 

 
II. Ensure that the fire alarm system has been activated 

 
III. Supervise the evacuation of the occupants, including those requiring 

assistance 
 

IV. Upon arrival of the firefighters, inform the fire officer regarding conditions in 
the building, provide keys to the church to the Incident Commander and co-
ordinate the efforts of supervisory staff with those of the fire department 
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8.0 OWNER’S RESPONSIBILITIES (cont’d) 

8.2   IN GENERAL: 
 

I. Keep hallways, passageways and exits (inside and outside), clear of any 
obstructions always 
 

II. Do not permit combustible waste materials to accumulate in quantities or 
locations which will constitute a fire hazard 

 
III. Prompt removal of all combustible waste from all areas where waste is placed for 

disposal 
 

IV. Don’t empty ashtrays into combustible containers 
 

V. Always maintain the fire protection equipment in good operating condition 
 

VI. In the event of any shutdown of fire protection equipment, notify Ajax Fire and 
Emergency Services (dial 905-433-1234) 
 

VII. Arrange for a substitute in your absence 
 

VIII. Participate in annual fire drills  
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9.0 FIRE EMERGENCY ORGANIZATION CHART  
 

 

Council, St. Paul’s United Church 

 

Supervisory Staff/Fire Wardens(3) 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
 

  

Evacuation Warden 

Minister (Sanctuary) 

Evacuation Warden 

Choir Members (Sanctuary) 

Evacuation Warden 

Ushers (Door #1/East) 
Evacuation Warden 

AV/IT staff (Door #2/South) 

Evacuation Warden 

AV/IT staff (Door #3/West) Evacuation Warden 

 AV/IT staff (Peter Pos Resource Room) 

Evacuation Warden 

Supervisory staff (Gathering 

Place/Basement) 

Evacuation Warden 

AV/IT staff (1st Floor – Holding 

Tank/Room 1) 

Evacuation Warden 

Ushers (Meeting Point) 
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10.0 RESPONSIBILITIES OF THE SUPERVISORY COMMITTEE 
 

The Members of the Council have delegated the Supervisory Committee to be in complete 

charge of the Fire Safety Plan. They, therefore, assume numerous responsibilities related to 

fire safety.  These responsibilities are incorporated in this Fire Safety Plan as follows: 

 

i. Post on each floor the emergency procedures to be used by the occupants in 

the event of a fire emergency. 

ii. Appoint, organize and instruct Evacuation Wardens in fire safety, as per this 

Fire Safety Plan. 

iii. Ensure that fire drills are conducted once annually and records maintained. 

iv. Control fire hazards in the building.  Regular inspection of corridors, stairways, 

exit areas and storage areas shall be made to ensure removal of trash and 

hazardous material. 

v. Know the operation and maintain building facilities provided for safety of the 

occupants.  These facilities shall be checked, tested or inspected as required 

by the Fire Code.  Records shall be kept of all tests and inspections. 

vi. Provide alternate measures of safety for occupants during shutdown of fire 

protection equipment. (i.e. Fire Watch- once every hour, check for signs of fire 

in the building, which must be documented and kept for Fire Department 

Inspection) 

vii. Establish and implement the approved Fire Safety Plan and notify the Chief 

Official of changes in this Plan. 

viii. Ensure that the building meets fire prevention code; no locked doors to prevent 

egress, fire extinguishers in working order, fire alarm system operational, no 

blocked exits, etc.   
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11.0 RESPONSIBILITIES OF THE FIRE AND EVACUATION WARDENS  

11.1 FIRE WARDEN  
i. Responsible for establishing the emergency evacuation plan and training the 

rest of the evacuation team.  

ii. During an emergency, establish what the emergency is, and direct Evacuation 

Wardens what action should be taken. (Check alarm panel or pull station, 

investigate strange odors, etc.).   

iii. Ensure 911 is activated and given the proper information.   

iv. Instruct emergency personnel of any occupants still believed to be in the 

building and the actual conditions of the situation. 

11.2 EVACUATION WARDENS  
i. Responsible for the safe and orderly evacuation of people within their area of 

responsibility;  

ii. Conduct a quick visual search while ensuring everyone is out.   

iii. Close doors in order to reduce the spread of smoke and fire. 

iv. Ensure all occupants are at the designated meeting place and conduct as 

accurate a roll call as possible. 

 

Evacuation Wardens shall be instructed in fire emergency procedures before they are given 

any responsibility for fire safety.  Once instructed, each of the designated Evacuation 

Wardens shall be responsible to: 

i. Proceed to their assigned area when the fire alarm sounds and 

a. Assist with evacuation of building occupants 

b. Fire or Evacuation Warden will notify the Ajax Fire and Emergency 

Services 

ii. Know the operation of building facilities provided for safety of the occupants 

(Emergency lighting, Fire Alarm). 

iii. Know the alternative measures for occupant safety (Fire Watch – physical 

walk around the building every hour for signs of fire). 

iv. Know the procedures of fire drills. 

v. Control fire hazards in the building. 
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12.0 PROCEDURES WHEN THE FIRE ALARM SOUNDS WHEN THE 
SANCTUARY IS IN USE 

 

 For Evacuation purposes, the building has been divided as follows: 

o Section 1 – Sanctuary Back Pews  

o Section 2 – Sanctuary Front Pews 

o Section 3 – Basement 

o Section 4 – 2nd floor 

 
Immediately upon hearing the Fire Alarm, the Fire and Evacuation Wardens 

will execute the following procedures: 

 
Sanctuary – the Minister, will announce evacuation instructions and meeting point  

Meeting Point - down the Church’s driveway and across the street to the 

boulevard in front of 68 Forest Road.   

 
 The choir (as they are able) are the Wardens assigned to the Sanctuary to assist 

the Minister.   

 

Sopranos and Altos will assist with the evacuation of the Congregation from the 

back pews – Section 1 – to exit via Door #1/East.   

 

Tenors and Basses will assist with the evacuation of the Congregation from the 

front pews – Section 2 – and exit via Door #2/South or Door#3/West.    

 

The ushers are the Wardens assigned to Door #1/East. One usher will remain 

inside the building to guide members to the exit and one will go outside to direct 

members to the meeting point.  

 

The audio operator from the AV/IT staff is the Warden assigned to Door #2/South.  

The audio operator from the AV/IT staff will guide members to the exit and direct 

them to the meeting point.   

 

The zoom operator from the AV/IT staff is the Warden assigned to Door #3/West. 
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The zoom operator from the AV/IT staff will guide members to the exit and direct 

members to the meeting point.   

 

Signage in the Gathering Place/Basement and on the 2nd floor will direct occupants 

of those areas to head to the nearest exit in the event of an alarm. If applicable, a 

Warden will be assigned to evacuate the Gathering Place/Basement through Door 

#1/East and a second Warden will be assigned to evacuate the 2nd floor through 

Door #3/West. 

 
A Warden will be assigned to the Meeting Point and using the attendance sheet 

perform a Head Count before anyone is allowed to re-enter the building.  They will 

provide the Head Count number to the Supervisory Staff/Fire Warden and/or 

Minister. 

 
Wardens, after ensuring that all areas of the building are evacuated to the best 

of their knowledge, will exit the building closing all doors as they leave and join 

the rest of the Congregation at the Meeting Point (South Exit down the Church’s 

driveway and across the street to the boulevard in front of 68 Forest Road). 

 

PLEASE NOTE: 

WARDENS ARE TO BE TRAINED ON HOW TO ASSIST PEOPLE WITH MOBILITY 

ISSUES.  IF THEY CANNOT GET A MEMBER TO THE MEETING POINT SAFELY, 

LEAVE THEM IN THE BUILDING.  THE FIRE DEPARTMENT WILL BE MADE 

AWARE WHEN THEY ARRIVE ON THE SCENE. 

 

13.0 ACCESS FOR AJAX FIRE DEPARTMENT PERSONNEL 
 

Upon arrival of the Ajax Fire and Emergency Services on the scene, the Fire 

Warden/Member of the Supervisory Staff will inform the Fire Department Officer of 

conditions in the building.  The Fire Warden/Member of the Supervisory Staff will 

provide access (i.e. master keys) and relevant or vital information of the Emergency, 

if possible. 
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14.0 EMERGENCY INSTRUCTIONS TO OCCUPANTS 
 

The actions to be taken by occupants in emergency situations will be posted in a 
conspicuous location and should read as follows: 

 
 

 IN CASE OF FIRE 

 UPON DISCOVERY OF FIRE 

 
 LEAVE FIRE AREA IMMEDIATELY 
 CLOSE DOORS BEHIND YOU 
 SOUND FIRE ALARM 
 CALL AJAX FIRE & EMERGENCY SERVICES (DIAL 9-1-1) 
 EVACUATE BUILDING VIA NEAREST EXIT 
 

 

 UPON HEARING THE ALARM 

 
 LEAVE BUILDING IMMEDIATELY 
 CLOSE DOORS BEHIND YOU 
  

CAUTION 
IF YOU ENCOUNTER SMOKE USE ALTERNATIVE EXIT 

 REMAIN CALM 

 
 

This building is equipped with a single stage fire alarm system.  The fire alarm 

system is activated by heat and smoke detectors or by pulling down on a manual pull 

station.  Activation of the fire alarm system is to alert the occupants of an emergency 

situation and to put into operation the approved Fire Safety Plan.  Ajax Fire & 

Emergency Services is to be notified by dialling 9-1-1 and given the correct address, 

65 Kings Crescent, Ajax, ON, L1S 2M4 and the exact location of the fire. 

OCCUPANTS IN EMERGENCY SITUATIONS ARE NOT TO DELAY IN ANY 
MANNER IN THE IMMEDIATE NOTIFICATION OF EVACUATION OF 
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PERSONS IN THE BUILDING 
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15.0  EMERGENCY PROCEDURES 
 

15.1 IN THE EVENT OF FIRE 
 

i. Sound the fire alarm (use manual pull station), notify other building 
occupants, if applicable and leave building immediately via the nearest exit 

 
ii. Extinguish fire, if possible, using available portable fire extinguisher(s), 

provided the fire is small and manageable 
 

iii. If unable to extinguish, leave the fire area and confine fire by closing all doors 
after passing through 

 
iv. Notify Ajax Fire and Emergency Services (dial 9-1-1) and await their arrival 

near the main entrance (Door #1/East).   
 

v. Do not return until it is declared safe to do so by the Fire Official 
 

15.2 IF THE FIRE ALARM IS HEARD, OCCUPANTS WILL: 
 

I. Use all available exits to leave the building immediately 
 

II. If doors are encountered on the way to an exit, feel the doorknob for heat 
before opening. If not hot, brace yourself against the door and open slightly.  If 
you feel air pressure or hot draft, close door quickly and proceed to an 
alternate exit 

 
III. If you find no fire or smoke upon opening the door, close the door behind you 

and leave by nearest exit 
 

IV. Occupants will oversee a complete and quick evacuation of others in their 
care, assisting those requiring assistance and checking washrooms, if 
possible 
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16.0 FIRE HAZARDS 
 

In order to avoid fire hazards in the building, occupants are advised as follows: 
 

I. not to put burning material such as cigarettes and ashes into garbage 
containers 

 
II. not to use unsafe electrical appliances, frayed extension cords, over-loaded 

outlets or lampwire for permanent wiring 
 

III. to avoid careless smoking (smoking is not allowed in the building) 
 

IV. keep hallways, passageways and exits clear of obstructions and combustible 
refuse at all times 

 
In general, occupants are advised to: 
 

V. know where the manual pull stations and exits are located 
 

VI. call Ajax Fire & Emergency Services (dial 911) whenever you need emergency 
assistance 

 
VII. know the correct building address 65 Kings Crescent, Ajax, ON, L1S 2M4 

17.0 FIRE ALARM OPERATING, TESTING AND RESETTING INSTRUCTIONS 
 

Alarm: Operate any of the detection devices, signals will sound and lamp of 
initiating zone will illuminate. 

 
Silencing  
of Signals: Note: Signal silencing action will be delayed until after building has 

been thoroughly inspected by Ajax Fire and Emergency Services to be 
sure there is no fire. 

 
Depress “signal silence” button momentarily.  Signals will silence and 
“signals silenced” light will illuminate. 

 
Reset: Reset operated detection device.  Depress reset button for two 

seconds. All alarm indicators should extinguish. 
 
Trouble: Check that AC power is on and operational switches are in normal 

position.  If this is the case, depress “trouble silence” button 
momentarily to silence the trouble tone.  Call for service. 

 
IMPORTANT Removal of plugs and modules while line or stand-by power is 

connected may cause damage.  Polarity reversal of battery 
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connections will cause damage. 

18.0  SUGGESTED OPERATION OF PORTABLE FIRE EXTINGUISHERS 
 

18.1 REMEMBER (PASS) 
 

 P - Pull the safety pin (usually a twist-pull action) 

 A - Aim the nozzle (horn or hose at the base of the fire) 

 S - Squeeze the trigger handle 

 S - Sweep from side to side (watch for fire restarting). 

 
● Never re-hang extinguishers after use.  Ensure they are properly recharged. 

● Always maintain an area of 1 m (3 ft) clearance around all fire protection 
equipment. 

19.0 FIRE DRILLS 
 

The purpose of a fire drill is to ensure that the occupants are totally familiar with 

emergency evacuation procedures, resulting in orderly evacuation with efficient use of 

exit facilities. 

 
Fire drills will be held at least once every twelve (12) months.  The fire drill will consist 

of the Supervisory Committee and Wardens to evacuate occupants of the premises, 

the evaluation of performance by the Church and of the Fire Safety Plan.  Fire drill 

records are required to be retained for a period of two (2) years. 

 

19.1 FIRE DRILL PROCEDURES  
 
All Supervisory staff, Wardens and volunteer occupants will be in attendance for the 
annual Fire Drill. 

 
Before the Drill:  The Supervisory Staff/Fire Warden will call Ajax Fire and 

Emergency Services at 905-433-1234 and Telus Home Security (1-800-653-9111) 

and advise them that a Fire Drill has been scheduled that day.  Please provide the 

approximate time of the drill, Church address (65 Kings Crescent, Ajax), Nature of 
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the call (i.e. fire alarm activated in the building) and Caller’s name and your Code 

(if necessary).   

To Start the Drill:  The Supervisory Staff/Fire Warden will activate the alarm at 

the start of a Fire Drill.  To activate the Fire Alarm, pull the lever on any Manual Pull 

Station. 

 

For Evacuation purposes, the building has been divided as follows: 

o Section 1 – Sanctuary Back Pews  

o Section 2 – Sanctuary Front Pews 

o Section 3 – Basement 

o Section 4 – 2nd floor 

 
Immediately upon hearing the Fire Alarm, the Fire and Evacuation Wardens 

will execute the following procedures: 

 
Sanctuary – the Minister, will announce evacuation instructions and meeting point  

Meeting Point - down the Church’s driveway and across the street to the 

boulevard in front of 68 Forest Road.   

 
 The choir (as they are able) are the Wardens assigned to the Sanctuary to assist 

the Minister.   

 

Sopranos and Altos will assist with the evacuation of the Congregation from 

the back pews – Section 1 – to exit via Door #1/East.   

 

Tenors and Basses will assist with the evacuation of the Congregation from 

the front pews – Section 2 – and exit via Door #2/South or Door#3/West.    

 

The ushers are the Wardens assigned to Door #1/East. One usher will remain 

inside the building to guide members to the exit and one will go outside to direct 

members to the meeting point.  

 

The audio operator from the AV/IT staff is the Warden assigned to Door #2/South.  
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The audio operator from the AV/IT staff will guide members to the exit and direct 

them to the meeting point.   
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The zoom operator from the AV/IT staff is the Warden assigned to Door #3/West. 

The zoom operator from the AV/IT staff will guide members to the exit and direct 

members to the meeting point.   

 

Signage in the Gathering Place/Basement and on the 2nd floor will direct occupants 

of those areas to head to the nearest exit in the event of an alarm. If applicable, a 

Warden will be assigned to evacuate the Gathering Place/Basement through Door 

#1/East and a second Warden will be assigned to evacuate the 2nd floor through 

Door #3/West. 

 
A Warden will be assigned to the Meeting Point and perform a Head Count before 

anyone is allowed to re-enter the building.  They will provide the Head Count number 

to the Supervisory Staff/Fire Warden and/or Minister. 

 
Wardens, after ensuring that all areas of the building are evacuated to the best 

of their knowledge, will exit the building closing all doors as they leave and join 

the rest of the Congregation at the Meeting Point (South Exit down the Church’s 

driveway and across the street to the boulevard in front of 68 Forest Road). 

 

PLEASE NOTE: 

WARDENS ARE TO BE TRAINED ON HOW TO ASSIST PEOPLE WITH MOBILITY 

ISSUES.  IF THEY CANNOT GET A MEMBER TO THE MEETING POINT SAFELY, 

LEAVE THEM IN THE BUILDING.  AJAX FIRE AND EMERGENCY SERVICES 

WILL BE MADE AWARE WHEN THEY ARRIVE ON THE SCENE. 

 

After the Drill: The Fire Warden will press the Reset button on the FACP. 

Then he/she will call Ajax Fire and Emergency Services at 905-433-1234 and Telus 

Home Security (1-800-653-9111) to advise them that the Fire Drill is complete.  

Please provide the Church address (65 Kings Crescent, Ajax), Nature of the 

Emergency (i.e. fire drill complete) and Caller’s name and your Code (if necessary).   
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20.0  FIRE DRILL RECORD 
 
 
DATE:        TIME:         
 
 
SUPERVISORY STAFF/FIRE WARDEN ON DUTY:         
 
OCCUPANTS PRESENT:             
 
              
 
 
DEFICIENCIES NOTED:             
 
              
 
              
 
GENERAL COMMENTS:             
 
              
 
              
 
              
 

 
  



 

 Page 27                                                                                                                                 January 2026 

 

21.0 MAINTENANCE PROCEDURES FOR FIRE SAFETY FEATURES 
 
 Check/test/inspect requirements of the Ontario Fire Code: 
 

To assist you in fulfilling your obligations, included is a list of the portions of the Fire 
Code which require that checks, inspections and/or tests be made of equipment and 
facilities from time to time.  It is suggested that the Building Owner read over this list 
and perform or have performed the necessary checks, inspections and/or tests for the 
items which may apply to your property. 

 
Fire Prevention Officers may check to ensure that the necessary checks, inspection 
and/or tests are being done, when conducting their inspections. 

 
This list has been prepared for purposes of convenience only.  For accurate 
reference, the Ontario Fire Code should be consulted. 

 
 Definitions for key words are as follows: 
 
 CHECK    - MEANS VISUAL OBSERVATION TO ENSURE THE DEVICE OR 

SYSTEM IS IN PLACE AND IS NOT OBVIOUSLY DAMAGED OR 
OBSTRUCTED. 

 
 TEST        - MEANS OPERATION OF DEVICE OR SYSTEM TO ENSURE THAT IT 

WILL PERFORM IN ACCORDANCE WITH ITS INTENDED 
OPERATION OR FUNCTION. 

 
 INSPECT - MEANS PHYSICAL EXAMINATION TO DETERMINE THAT THE 

DEVICE OR SYSTEM WILL APPARENTLY PERFORM IN 
ACCORDANCE WITH ITS INTENDED FUNCTION. 

 
As per the Fire Code, retain records for a period of two years of all tests and 
corrective measures, after they are made. 

 

21.1 FIRE ALARM SYSTEM  
 
Daily checks and monthly checks/tests shall be the responsibility of the Owner. Yearly tests 
shall be conducted by a contractor qualified for servicing fire alarm systems. 
 

Check the principal trouble lights for trouble indication Daily 

Check the A.C. power-on light to ensure its' normal operation   Daily 

One manual alarm initiating device shall be operated on a rotation 
basis and shall initiate an alarm condition 

Monthly 

Intended function of all alarm signal appliances shall be ensured Monthly 

The annunciator panel shall be checked to ensure that the tested 
devices annunciate correctly 

Monthly 

Intended function of the audible and visual trouble signals shall be 
ensured   

Monthly 
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Fire alarm batteries shall be checked to ensure that 
a) terminals are clean and lubricated where necessary 
b) terminal clamps are clean and tight where necessary  

Monthly 

The fire alarm system shall be operated under general alarm 
conditions. 

Annually 

Each manual alarm initiating device on each floor, including sub 
grade areas, shall be activated on the the main power supply 

Annually 

Operation of every audible and visual signal appliance shall be 
ensured during the testing of alarm initiating devices. 

Annually 

Each automatic alarm initiating device shall be tested for its' intended 
function 

Annually 

Each alarm signaling and alarm initiating circuit and  annunciator 
shall be checked for electrical supervision and trouble indication 

Annually 

Correct annunciation shall be ensured for each initiating device tested Annually 

The fire alarm system control unit shall be visually checked to ensure 
that the control unit has not been altered other than as specified 

Annually 

 
   

21.2 EMERGENCY LIGHTING EQUIPMENT: 
 
The Owner will be responsible for conducting monthly checks.  Annual testing will be 
conducted by qualified service company. 
 

The fire alarm system control unit shall be visually checked to ensure 
that the control unit has not been altered other than as specified 

Annually 

Emergency lighting units be checked to ensure that the units operate 
in case of power failure 

Monthly 

The emergency lighting unit equipment shall be tested to ensure that 
the units will provide emergency lighting for a duration equal to the 
design criteria with simulated power failure conditions 

Annually 

After completion of the duration test, the charging conditions  for 
voltage and current and the recovery period shall be tested to ensure 
that the charging system is in accordance with the manufacturer's 
specifications  

Annually 

     
 

21.3 MEANS OF EGRESS: 
 
The Owner will be responsible for the maintenance of Means of Egress. 
 

Inspect all doors in fire separations Monthly 

Check all doors in fire separations to ensure they are closed As Required 

Maintain exit signs to ensure they are clear and legible As Required 

Maintain exit lights to ensure they are illuminated and in good repair 
  

As Required 

Maintain corridors free of obstructions As Required 



 

 Page 29                                                                                                                                 January 2026 

 

 
 

<        

21.4 PORTABLE FIRE EXTINGUISHERS: 
 
The Owner will be responsible for conducting the monthly inspection.   Hydrostatic testing, 
recharging and annual servicing will be conducted by qualified service company. 
 

Inspect all portable extinguishers Monthly 

Subject to maintenance  Annually 

Hydrostatically test carbon dioxide extinguishers Every 5 Yrs 

Hydrostatically test dry chemical type extinguishers Every 12 Yrs 

Recharge extinguisher after use or as indicated by an inspection or 
when performing maintenance  

As Required 

  

22.0 ALTERNATIVE MEASURES FOR FIRE PROTECTION EQUIPMENT 

22.1 ALTERNATE MEASURES FOR OCCUPANT FIRE SAFETY 
 

In the event of any shutdown of fire protection equipment and systems or part 
thereof, Ajax Fire and Emergency Services (905-433-1234) and occupants 
must be notified, and instructions must be posted as to alternate provisions or 
actions to be taken in case of an emergency. 

 

22.2 ALTERNATIVE MEASURES FOR FIRE ALARM SYSTEM 
 

o Notify Ajax Fire and Emergency Services at 905-433-1234   
(DO NOT USE EMERGENCY NUMBER 9-1-1) 

 
o Notices shall be posted in the front vestibule 

 
o The Owner is responsible for conducting an hourly fire patrol while the 

building is occupied 
 

o Ajax Fire and Emergency Services will be notified, and notices will be 
removed when repairs have been completed and system is operational 

 

22.3 ALTERNATIVE MEASURES FOR PORTABLE FIRE EXTINGUISHERS 
 

o Replace the fire extinguisher (with a spare extinguisher of the same rating) 
or post a notice at the fire extinguisher location indicating the location of the 
next closest fire extinguisher 
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23.0  APPENDIX 1: FIRE SAFETY PLAN REVIW 
 



 

 Page 31                                                                                                                                 January 2026 

 

FIRE SAFETY PLAN REVIEW 

The Ontario Fire Code states under Division B, sentence 2.8.2.1.(4) “The fire safety plan shall be reviewed as 

often as necessary, but at intervals not greater than 12 months, to ensure that it takes account of changes in 

the use and other characteristics of the building.”  Supervisory staff/business operators shall ensure that the 

fire safety plan review is documented at intervals not greater than 12 months and be able to produce such 

documentation to the Ajax Fire & Emergency Services when requested. 

 

Date:____________________________ Reviewed By:_____________________________________________ 

Changes have been made to the fire safety plan:         Yes     No       

(Note: Any changes to the fire safety plan shall be forwarded to Ajax Fire & Emergency Services for review) 

  

 

Date:____________________________ Reviewed By:_____________________________________________ 

Changes have been made to the fire safety plan:         Yes     No       

(Note: Any changes to the fire safety plan shall be forwarded to Ajax Fire & Emergency Services for review) 

 

 

Date:____________________________ Reviewed By:_____________________________________________ 

Changes have been made to the fire safety plan:         Yes     No       

(Note: Any changes to the fire safety plan shall be forwarded to Ajax Fire & Emergency Services for review) 

 

 

Date:____________________________ Reviewed By:_____________________________________________ 

Changes have been made to the fire safety plan:         Yes     No       

(Note: Any changes to the fire safety plan shall be forwarded to Ajax Fire & Emergency Services for review) 

 

 

Date:____________________________ Reviewed By:_____________________________________________ 

Changes have been made to the fire safety plan:         Yes     No       

(Note: Any changes to the fire safety plan shall be forwarded to Ajax Fire & Emergency Services for review) 
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24.0 APPENDIX 2: SITE PLANS 
 

Overall 
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2nd Floor 
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1st Floor 
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Basement 
 

 


